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OV ERTIME: 


Ways to Maintain Workers’ oa and Efficiency oe 


Fixing Responsibilities 
How it Simplifies Work: Cuts Down Delays 








: | P LAUNCHING A NEW PRODUCT i 


In Spite of These War-Time Restrictions 


How to 


Allocate Costs and Wateh Pro á . 


From the Point of View of E.P.T. 
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Making a 
DIRECT MAIL MORE EFFECTIVE 


Unique Wa ar- Ti ime gus rvice of 





| | 
CRYSTAL- CLEAR ERICSSON REPRODUCTION 


IS EQUIVALENT TO EVERY USER HAVING 








Too often in a busy bustling office the 
ordinary house "phone is a nuisance 
hardly worth its keep 
lines, faint receptions, buzzings, recur- 
ring breakdowns. 


crossed 


Ericsson 


Telephones are at once a 
revelation and a revolution in clear 
reception—íree from “cross talk," 


crystal-clear in conversation, absolutely 
free from snags of any kind. 


Really moderate — rent-maintenance 
charges are soon well repaid in efti- 
ciency. 


Ask for fuller particulars or make an 
appointment for a free demonstration 
at your own address 








INTER-COMMUNICATION 
TELEPHONE SYSTEMS 







ERICSSON 
TELEPHONES LTD. 
22 Lincoin's Inn Fields, 

London, W.C.2. 
Tel : Holborn 6936 
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One Machine does the work of Two 


{ 
| Continuous Form Billing in addition to regular typing g 
Your typewriter actually does the work of twò machines ` 
when used with "'Fanfold" Continuous Form Adapter, 5. 
because the many time and money-saving methods of the y 
Continuous Form Billing Machine are added to all the 
advantages of regular typing. 


"Fanfold" Continuous Forms typed over our Attachment 
effect savings in Billing time and costs, ranging from 17"; 
to 78%, without affecting the operation of the typewriter 
for regular correspondence and other purposes. * 9 


"Fanfold" Adapter places no strain whatever upon the 
typewriter carriage; because of the very simplicity of con- e 
struction and operation there is nothing to get out of V 
order, 
Á 
(à 
^ 





NORTH CIRCULAR ROAD, LONDON, N.W.2 


Telephone : GLAdstone 5477 (3 lines) 





Type E.5 


The "RAPID" | 
ENVELOPE OPENING MACHINE 


Hand Operated with 
Automatic Feed 


British Made | 





$ 
@ CAPACITY 500 LETTERS PER MINUTE 
An INCREASE in your BUSINESS r 


naturally brings with it 

An INCREASE in your MAIL. 
This increase can be dealt with 
in LESS TIME with the aid of a 


"RAPID" LETTER OPENER. 
This Machine is specially designed for the speedy opening of all types 


and sizes of mail with the minimum effort on the part of the operator. 
Its unique construction prevents damage to the contents of the envelope. 


gm 


Also Electrically operated, Type E/3, capacity 1,000 letters per minute. 


The 
INTERNATIONAL COIN COUNTING MACHINE CO. LTD. 


Cffice & Works: 


College Road, Cheshunt. Waltham X 3364. 


Showroom & Service Dept.: 


| 133-141 Rosebery Avenue, London, E.C.l. Terminus 5255. 
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Underwood 


During the past few years experts have 
paid great and increasing: attention to 
the simplification of- processes as a 
means of increasing individual output. 
“Motion Study" has, in fact, become a 
matter of considerable importance in 
all stages of manufacturing. 


It is, of course, obvious that in any 
job unnecessary movements mean waste 
of time, loss of output and increased 


manufacturing costs. A typical in- 
stánce.came to light not long ago. A 
careful watch on girls engaged in 


packing a product showed that of four 
movements they made one could be 
ved. The immediate result was an 
rease of practically 25 per cent. in 
the girls' pack. 






This i is a considerable saving and it ex- 

plains why it is often profitable to 

spend large sums of money to simplify 

the tasks of workers and reduce manual 
motions to à minimum. 














w, when so great a proportion of 
Oür national effort is concentrated on 
war work, the question of saving labour 
rever possible, of cutting out all 
operations, is of enormous 
dt is imperative that we 
should r make the very most of the work 


ot each indiv 


The 





ise. of shorthà jn dealing with 
-the dictation of letter nd other busi- 
hess correspondence is an example of 
» the entirely, superfluous processes that 
ean easily be. abolished, with every 
dvantage to` the. worker and a con- 
Herbie gain in. convenience, ciency 








“and more responsible post. 





cient amanuensis than the best short- 
hand writer can ever be. 


The Dictaphone will do the work of 
taking down your dictation better, 
faster and more accurately than any 
human being possibly can do. Tt is 
always instantly available—in your 
office, in your home, in your car, at any 
time of the day or night. It knows 
nothing of overtime, sickness, holidays 
or meal hours. It enables you to do 
your work exactly when it is con- 
venient to you, at any speed you like, 
quite independently of the presence of 
your secretary. It will save you at 
least one hour every day to devote to 
more intensive effort in the way of 
business promotion. 


The advantage to your secretary. is 
equally great. Relieved of the weari- 
some task of writing and reading 
shorthand, saving at least from two to 
three hours daily sitting with her 
notebook taking or waiting for dicta- 
tion, she has just so much more time to 
devote to useful work. From the 
spoken words of The Dictaphone, so 
controlled as exactly to suit her typing 
speed, she does her work of transcrip- 
tion far faster, more easily and more 
accuratelw She finds—and you find— 
that she has suddenly acquired the 
spare time that enables her to take 
more work off your hands, to help you 
more effectively, to become so much 
more a real secretary than a mere 
shorthand-typing machine. No clever, 
ambitious girl can miss the significance 
of this in opening up to her opportuni- 
ties of advancement to a better paid 
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On every ground of ef. 
economy you. should in 
Dictaphone. That, at le 
you te nothing, The 
and certainty of The. 
tem are bound to apy 
who appreciates the 
time, greater efficiency 
output. 


Post the coupon to-day 
you more of how the Du 
help you. 


THE DICT. APHON 
(Thomas Sixon—Managing 
(Dept. H), KINGSWA 
KINGSWAY, LONDON 
HOLborn 416 


And at Manchester, Birminghin, 
Leeds, Liverpool Bristol, Newdsett 
Dublin and Ballast 


Telephone : 


mOWOm MOM Homo a e e He ion ion ies ii 


POST THIS COLPON N 
The Dictaphone Go.,..| 
Kingsway House, Ki 
London, W 


Please send free book “Whe 
Anyway ?" to:— 




























m a ax \ best time to mođernise your system 
FOR Ofice Lithograph Printing. i ca crane EU 
Machines, such as Rotaprint and e 
Multilith, can be obtained, quickly, in | 


space. Introduce systematic trans- 
London, from Gee & Watson Limited. 











ferring the Shannon way and note 
how filing efficiency and reference 
speed isincreased. With periodic 
examination and the transfer of. all 





Telescopic Transfer 


This new service is operated in fase fori Caras redundant matter, your filing sys- 


tems will operate at their fastest 


conjunction with other Gee & Watson and fullest capacity. 






epartments "- Creative Studio, WRITE FOR DESCRIPTIVE CATALOGUE. 


Photography and Typesetting. Thus, 
users of these . : "usus 
THE SHANNON LIMITEI EE 


IMPERIAL HOUSE, 15, I7 & 19, KINGSWAY, LONDON, W. É 


RI N TI N G Birmingham à Bristol Manes Liverpool: Bswcastte: -on- pod pda Agent) 


Machines now have a plate Po | 

rvice in the heart of London, 
se ond to none. Plates can be | 
produced either from your own. 
originals and designs, or the creative | 
ork can be left entirely in our hands | 
h the utmost confidence. Just another 


Of course you know that. 


y in which the Gee & Watson | But what are you doing about it? Have you 
: f assured yourself that every working minute in your 
vices combine to make the modern office or factory is accurately recorded and utilised ? 


OM : The best system and equipment is 
rint user's lot an easier one. ees 


JEE & WATSON LTD 


UM i British entirely. Specially adapted for every type of 
PHOTOGRAPHERS * ARTISTS * PROCESS ENGRAVERS business and yours particularly. We can help you. — 


TYPESETTERS * STEREOTYPERS AND ELECTROTYPERS - Wistar conan su inea T M 


i11 SHOE LANE, LONDON, E.C.4 | GLEDHILL-BROOK TIME RECORDERS | Lt 
Telephone: Central 9131 (7 lines) o] 38 EMPIRE WORKS Ss SFI 


us E d 


SES COMPLETE JOURNAL OF 
MANAGEMENT 


. Incorporating “The Magazine of Commerce", “Modern Business”, 


“System”, “Business Organization and Management” 


JANUARY, 1940 
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. . Achieved by 
EGRY SPEED- FEED 


problem for you to face than main- 
You must find à method of 


g up ferm production with a staff which has been 
almost overnight by anything UP to 50%, The 
$! EEDFEED is an answer to your problem! This 
tted to any standard machine, instantly cuts 
e of carbon interleaving; it is entirely 
it is detachable, and its action 
Find out all about this 


ow-—let us s forward 
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re-War output >: 


operation; 
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ATTACHMENT 
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PAPER in a 
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iod di press 


and / was 
made from 


NEW SERIES No. 


K There is also an All-Steel model at £25 (€ 
Fuller Details from U 


(plus 10% 


OF WASTE 
PAPER in a 


I. 
£ l 7 (Plus 1095) 


IUNTER PENRO 
! SE Ltd. (B), 109 dr en Road, London, E.C.I 


TELEPHONE : TER. 
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the 


'e ‘passengers’ in YOUR business .. . 


* Seems impossible doesn't it? Five * Passengers’... 
five sources of expense .. . five things that cost hard- 
earned money every day and every week of the 
year in your organisation ! 
AND YOU CANNOT CARRY ON WITHOUT THEM 


Messrs. Billing, Invoicing, Day-Book Recording, 
Works Orders and Inter-House Records... 
they're the party ; they are the items appear- 
ing on your debit balance sheets. Primus 
Continuous Stationery cuts down the ex- 
pense of their maintenance, increases 
output 30%, and at the same time halves 

the energy of your operator. 
That is a certaih way of ridding your- 
seif once and for all from the bogies 

of five * passengers’... 


PRIMUS © 


CONTINUOUS STATIONERY 


Carter-Davis Lid. 


Queen Elizabeth Street, London, S.E.1 
: z - HOP 0204-5-6 


ët another aid to efficiency in your 
'ganisation! For HAND-WRITTEN 
IECORDS, the Primus Register used 
'enjunction with Continuous Station- 
"ensures the same speedy, smooth 
peration, while a copy automatically 
locked: in the machine provides your 
uditor with a check on each 
3 transaction. 
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OVERTIME 


To Improve the Efficiency of Work, and 
Maintain the Health of Overtime Workers 


MANAGEMENT CONTROL POLICY 
ee 


is a Problem we cannot Solve ” 





at any rate we have always 
considered it unfortunate that 
overtime has to be worked at all, 
and it would be correct to say that 
our management has constantly in 
mind a future state of organization 
wherein overtime working no 
longer exists. 
The desire to achieve this con- 
dition arises out of a conviction, 
“from long experience, that over- 
time as an expedient is not really 
economic from the company's point 
of view and that it also tends to be 
àn unsettling factor in the lives of 
the employees themselves. Pos- 
sibly other executives hold views 
that are different from this, but 
that is certainly our experience 
with a female staff totalling about 
2,500. 

However, since we must accept 
overtime as necessary under the 
conditions of the moment our man- 
agement is naturally anxious to 
make it as economic as possible 
and to do everything that can be 
done for the benefit of the workers 
"concerned. 

It so happened that a few hours 
efore this interview was given to 
— BusiNEss we held an executive con- 

ference to investigate the possi- 

bility of raising and maintaining 
the standards of work- efficiency 
and health of overtime workers. 

After a long discussion we re- 
gretfully came to the conclusion 
that this could not be done. I mean 
we could not suggest any ex- 
pedients to this end over and above 
all the usual arrangements which 
were, of course, already in force. 


E this section of our business 



















From an Interview 
Miss E. M. SMITH. 
Lamp Works 

Wembley) of the General Eleciric Co., 


Personnel Osram. 


Manager, 


overtime as acceptable as possible 
to the staffs, was to re-arrange 
slightly the hours of overtime 
working. We did it by ballot so 
that the arrangement would be in 
accord with the majority vote. In- 
stead, therefore, of implementing 
our original idea of spreading over 
four nights of the week the six 
hours weekly overtime allowed for 
women workers by the Factories 
Act, we acceded to the big majority 
vote in favour of working for two 
hours on each of only three nights 
of the week. 


Amenities Have Not Materially 
Helped Overtime. 


We had, of course, to get official 
permission to put this arrangement 
into effect, but we experienced no 
difficulty in this. 

Another of our arrangements is 
to supply broadcast music for 
periods not exceeding thirty 
minutes at a time, though actually 
this feature was installed before 
the was. 

During the last war the popular 
press dramatized the heartening 
and stimulating effect of military 
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(Hammerson 
Lid. 


bands on weary 
thus tremendously h 
the last few exha 

In subsequent 


poses, It was 
dustry, and many w 


ally at those periods d 
when the efficiency 
tory workers tende 
show a sharp deeli 

Our own experi 
music in the fa 
that it has no 


ing output. We clain 
for it than that our worl 
But here again this is 
individual experience 
suggests that we d 
view that appre 

music can, without ereatin 
increase the tempo of 
work which can be 










































r space, Pee ; Rx 
ovements to a given rhythm. 
rer, the music was instal- 
; there being an almost 
ng majority in favour 
a "background" it is 
ly. safuable, provided that 
kpeople are not surfeited 
hat is why we ration it 
minute périods. 
ea is provided, free, during 
fternoon irrespective of 
r the department is work- 
ertime; but this again is a 
arrangement. In addition 
ve well equipped canteens, 
oms, welfare centres, sports 
creation clubs, in fact, every- 
which can help towards the 
t and happiness of em- 


en with these amenities we 
t claim that our overtime 
ag is satisfactory. Our 
ee figure is high, an aver- 
o 5 per cent. and we can 


‘shortages, delays in 
uring ^ materials, transport 
culties, insistence of delivery 
contracts and other factors 
today to compel many manu- 
concerns to work overtime. 
is a very widespread ex- 
yat overtime is a deceiving 
ten bringing about results 
the opposite of those origin- 
ended. 
he head of one well tnewn Birm- 
| firm said to us recently : "I 
e we should improve our pro- 
ion standards and our war effort 
would refuse to accept orders 
they cannot cope with under 
mt full pressure working condi- 
And this suggestion implies a 
x careful discrimination between 
xecution of civilian orders and 
ffirial contracts," 

There is no doubt that a tremen- 
amount of, dissatisfaction has 


reducing it. 








see no immed 

It is no recompense io us to 
know the various factors that are 
* contributing to this figure, be- 
cause we cannot really do anything 
about them. Readers of BUSINESS, 
however, may be interested to 
compare them with their own 
experiences. id 

First of all we know that the 
actual incidence of war wrought 
havoc with the nerves of many 
women workers. There was a peak 
of uncertainty as to the potential 
aerial danger. Then there was the 
upset, amounting in many cases to 
complete upheaval, in the homes of 
countless workers caused by the 
evacuation plan. These two un- 
settling factors were then soon 
followed by the advent of winter 
and the full effect of the blackou-. 

With nerves and energy thus 
undermined by a combination of 
powerful factors Christmas ap- 
proached, and we believe that 
many workers who might other- 
wise have become "casualties" 
through mental strain made extra 
efforts, possibly for economic 
reasons for their own, to hang on 


been caused in many trades during 
the past six months by manufacturers 
failing to live up to delivery 
promises. “The war” has been 
vaguely quoted as responsible for 
practically all and every failure of 
this nature, yet much of it has been 
due to the fact that orders have been 
accepted without due regard to the 
manufacturing resources of the plant. 


Haphazard Overtime A Very 
Dangerous Measure 


Believing that by manipulating the 
personnel the practice of order- 
grabbing can easily be met by going 
on overtime. 

But the average manufacturer has 
adopted this emergency measure 
without fully understanding all the 
factors involved. In firm after firm 
it has been proved that the output 





prospect of 





until the holid ak actual 
arrived. * 
Workpeople in such a state, 


even though they remain on duty, 
obviously cannot work, especially 
on overtime, at anything like 
efficiency. 

But the matter doesn't rest here. 
The general war-time conditions, 
together with reaction to the pre- 
Christmas strain just referred to, 
have resulted in a prevalence of 
petty illnesses. Absentees through 
illnesses have reached numbers 
which we have not experienced 
since the great. influenza epidemic 
of twenty years ago. 

Since Christmas, moreover, the 
long spell of intensely cold 
weather we have had in no way 
lessened the liability to still further 
ailments of various kinds. 

"Beyond visualising therefore, an 
abatement of these illnesses, an 
improvement in the weather and an. 


increase in the daylight hours so | 
that the depressing and hindering - 


effect of the blackout is lessened, 
we cannot see any specific factors 


that will enable our overtime 
efficiency and health to be 
improved. 


le COSTS of Overtime may Defeat the 5 


pjects it is Intended to Achieve 


Say these Manufacturing Firms 


produced by overtime was ultimately 
a net loss to the company. Not only 
so, but the continuance of late 
work in black-out | conditions 
lowered the all-round standard of 
the day work. 

To cite an actual example. A 
Midland firm producing small plastic 
parts took on work beyond its 
capacity. In spite of working at 
super-pressure with all available 
staff important civilian production 
fell short of promised deliveries. 

When the firm was three weeks 
behind schedule the staff was put on 
overtime." For a week it did seem 
that a certain amount of leeway was 


being made up. Then work began to. 


fall off; absenteeism through minor 
illnesses increased, spoilage went up 
and output dropped. When the staff 
returned in the mornings they were 
slow starting and slow getting. back. 
from morning. _ break and from 











dinner. The plant superintendent 
also complained that maintenance 
could not be properly attended to, 
and more delays occurred here. 

This firm has not even yet caught 

` up its arrears, and into the bargain 
is suffering a number of organiza- 
tional troubles that are absorbing 
valuable energy of the management. 

The above case is typical of many. 
Naturally there is a great variation of 
detail, but the drawbacks common to 
them all are: direct and indirect 
costs are enormously increased, cus- 
tomers relationships are endangered, 
and workers' health is impaired. 

One of the important factors to 
remember in regard to over-long 
working during the blackout hours is 
the difficulty of proper ventilation. 
In the factories and workshops of 
smaller firms, where air-conditioning 
equipment is not installed, the 
methods used to black-out all win- 
dows and other apertures virtually 
stops all circulating air currents. In 
a comparatively short time air inside 
the building becomes vitiated and 
strongly inimical to working effici- 
ency and even health. 


Here Is Yet Another Insidious 
Disadvantage 


When we were talking recently to 
a member of the Chamber of Com- 
merce of a manufacturing centre a 
quite different but significant point 
was emphasised. 

“Owing to the prevalent working 
of overtime," this business man re- 
marked, “retail shopkeepers are com- 
plaining bitterly of a falling off in 
trade. Though thousands of work- 
people in this area are earning good 
money they cannot get out to spend 
te 

Such a brake on the retail trade 
reflects right back on the manufac- 
turers. And this condition is more 
widespread than is generally realised. 

Apart from making ordinary and 
logical war-time economies it is 

: abundantly clear that many thousands 
of workpeople in industrial areas 
are refraining, for the above reasons, 
from buying many other things which 
it is to the interest of business 
generally to keep moving. It is true 
that goods for export are badly 
needed, bat it is also true that domes- 
tic purchases must by no means be 
neglected. 


This Is A Frequent Cause 
Of Overtime 


What is it that usually induces 
. firms to embark on a programme of 
“overtime? Generally it is a tem- 





ADDISON 


PERRY KEENE, 
Motor Co., Ltd. (seen here at his desk) has said in 

" Overtime—the extension of ordinary day labour—is an outstand- 
ing admission by the management that it cannot do its job. Tt- 
would be no exaggeration to say that in nearly every case where 
such measures are in force the factory is running the management 
and not, as of course it should be, the other way round." 


The war, 
often an inevitable expedient. 
in general still holds. 
the need for overtime, 


porary rush of orders, or a rush of 
orders that the management thinks 
is only temporary. To handle a peak 
period of this kind the management 
generally object to expanding plant 
or organizing a work shift system. 

In many cases this may be a right 
decision, it all depends on the details 
of the case. But the danger lies in 
the fact that once overtime is started 
it is almost at once accepted as 
normal procedure. The fact that it 
was instituted to meet an emergency 
becomes lost sight of. 

When the temporary dans of orders 
sales 
staff think they have lost satidihiug: 
consequently more pressure is put on 
and further orders are accepted to 
raise the peak again. The firm is 
thus taking on more than it has 
capacity. for properly dealing with 
and the" troubles just referred to 
begin to make themselves felt. 

'The thing to do when faced with 
increased bulk of work is first of all 
to determine exactly its character and 
then to organize properly to meet it. 
Such organization is much facilitated 
when the rushes of work come at 
periods that can be fairly well pre- 
determined, such as seasonal changes 
or booms in fashions. 





however, imposed conditions that render 
But Mr. Perry Keene’s condemnation of it ^ 
Better organization will, in most cases, overcome — 


The Austin 
PUSINESS : 


Cost Controller, 


overtime more 







If indeed the increase is solely 
very brief overload then a firm may A 
be quite right to deal with it By 
means of a period of overtime. 1 

In any other case, however, if is 
fairly certain that a much mone 
advantageous solution will be found. © 
in (a) extending the amount of pro- a 
duction machinery and engaging | 
more staff, or (5) leaving the amour 
of plant unchanged but employi 
double shifts of labou: 











When It Pays To Arrange 
Two Shifts 
Either of these two alternatives ^ re 
cannot of course be adopted with 
very careful investigation. 
choice will be decided by the NE. 
of the work. Where the costs of 
production are represented mainly by E 
skilled labour costs and to a lesser ~ 
extent by machine expense the double — 
shift system is not so readily applic- 
able as when the reverse is the case, — 3 
There is overwhelming évidence to ~ 
condemn overtime as anything buta ~ 
purely emergency measure! for brief 
periods. The other two methods are 
the only sound ways of dealing with 
fluctuating business | that is generally F 
expanding. «A 


















































e: beeause of the particular 
on which it is engaged we are 
permitted to publish the 
tity of the engineering firm 
As. the subject of this article. 
—Ed. 


VERY executive knows how 
ecessary it is, even in normal 
times, to fix responsibilities 
definitely in his organisation 
itor blame is to be properly 
d.c 
“staff upheavals due to war 
ions; however, this need is 
eater than .ever. The 
wing outline of how we went 
the job of clearly fixing re- 
ibihties will therefore be of 
st to many firms. 
first analysed the main 
is of the general superin- 
‘gs job. The five main 
misation groups under his 
ion-are built around those 


' Five Main Organizational 
Groups 


he. main divisions of the 
iad- been determined the 
ies comprising each of these 
mS were segregated. Sub- 
sations: for carrying out 
activities were then set up 
directly responsible to the 
eral superintendent. 
of the sub-organisations is 

shnical group, under the 
‘superintendent. Its duties 
develop and design the 
d. then: to. write the 
itions for its manufacture. 
this has been done, the 
d «department must deal 
he various. problems of con- 
n and. materials that come 
manufacture. 
&Sécond — sub-organisation 
the staff division, under a 
perintendent. It determines 
and at what rate, production 
proceed in order to give 
| vice to customers, and 
e time avoid uneconomic 
s and valleys in production. 
ter the technical division has 
d how to make a-product and 
ag divisi h&s determined 










ağ divisign 


General Superintendent 


birectarand General Manager 
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' General Salas Manager | 


L me m am mo an e an an an an aa 


| Entire Sales Organization | 


Se e e a an in — — — e o ne an T 


Amceal Staff Production Finished Goods Process 
del Saperintendent| | Superintendent Inspection Engineer fa 


Technical Budget & Waste 
Group Heads Cantrot 
` Timekeeping 
Compounders Time Study 
Construction MTA. 


Produchon 
Confrol 


Production 
Scheduling 


General Final 
Foremen Inspectors 
Department? 
Foremen 
Shift 

“+ Faremen 
Floor 

, Foremen . 


By clearly charting res- 
ponsibilities right through, 
time- and money-wasting 
alibis -are avoided, work 
is speeded-up and made 
easier as well as less costly 





when it shall be, made, the schedule 
is turned over to the production 
superintendent's group whose re- 
sponsibility it is to see that the 
goods are made to quality. 

The production group must also 
keep costs as low as the demands 
of quality and service permit. 

To make certain that quality is 
always maintained, a fourth group 
functions under a chief inspector 
who reports directly to the general 
superintendent. 

This line of authority frees the 
chief inspector and his men from 
any bias or influence and" ensures 
against imperfect goods leaving 
the factory. 

Decisions of this division are 
final and can be over-ruled only 
with the combined consent of the 
general superintendent, the sales 
department, the. general foreman 
and the chief inspector. 

. In a factory w “hundreds of 
iffer E 3 made aE ORE 


















_ On the other hand, any que 


big job to keep processes and 
mechanical equipment up-to-date. 
Consequently, the process engineer 
who reports directly to the general 
superintendent must see to it. that 

all equipment is practical up-to- ^ 
date, and economical in. design and. == 
lay-out. : 


These Responsibilities Now Be- 
come Definitely Fixed 


From this arrangement, one can |. 
see how easy it is to fix definite o. 
responsibilty exactly where it bes. 
longs. If a product is not properly... 
designed or constructed or if a 
compound has gone wrong, it is |.” 
the technical division's responsibility, «3.0 
If the cost of material is too high; 
it is up to the technical division to 
work out a material costing less. 

If a new product is requested by. a 
customer, the technical division 
must design. it. oe nun 






production capacity, delive 










division. This division grew out of 
the idea of separating the functions 
“of planning and scheduling from 
the production operations. How- 
ever, the staff now embraces a 
much wider field of activities than 
those originally conceived. 

We are often asked: “Why have 
a staff organization ?” or “What is 
a staff organization" ? 





Organization Overcomes These 
And Other Difficulties 


The answer is that in any manu- 
"facturing concern making diversi- 
fied. and complex products there 
are many necessary activities in 
addition to (but closely related to) 
_. planning and scheduling which fall 
naturally into a group such as 
comprise our staff departments. 
Unless these activities are corre- 
lated and supervised difficulties 
and complaints will be numerous. 
For example, we formerly had 
three separate departments doing 
the work that is now done in only 
one. Sales service was handled in 
one building by the sales depart- 
ment, responsible to the general 
sales manager. Orders were 
handled in another building by the 
central order department, reporting 
to the order manager. 
Planning and scheduling were 
handled with another location as 
an adjunct to the general superin- 
tendent’s office, and he reported to 
the works manager. 
It is easy to imagine, therefore, 
how difficult it was to fix responsi- 
bility or to determine the cause of 






= Under the new plan, all. three of 
these functions, sales service, order 
entry, planning and scheduling, are 
combined in a single department 
which is a part of the staff group 
responsible to the general superin- 
«tendent, who reports to the general 
manager of the division who, in 
urn, is responsible for both sales 
and: production. 

4 This vital change at once elim- 
“inated a lot of criss-crossing, 
uncertainties and delays. 

The service department is divided 
.into three major sections, each in 
charge of a service manager, and 
into.a fourth or service unit. All 
three of the prime functions 
mentioned above, as applied to a 
group of mechanical products, fall 
to the supervision of each service 
manager. 

‘For instance, one manager is in 
irge of. all these activities as 


si şr 


; Product 














another 


FIGHT DELAYS! 


With staff disorganization and other difficulties cor 
upon war endless circumstances combine to create mist 
standings and delays. Yet delay is obviously the one thing 

avoid if output is to be kept up to schedule 


manager for product "b," and so 


on. The service manager is re- 
sponsible for the expeditious 
handling of orders upon their 


receipt from customers or bran- 
ches. This includes their editing, 
procurement of specifications 
where necessary, requisitioning of 
extra materials, entry in the cen- 
tral service unit, production sche- 
duling, conduct of all correspon- 
dence pertaining to the order, and 
delivery on time. 

This means that the staff super- 
intendent, through the service 
manager, and his production sche- 
dulers, has full control over and 


responsibility for allotting work to 


the production units. 


This Is How Some Of The 
Units Work 


It is the responsibility of the ser- 
vice manager, through his extra 
materials men and schedulers, to 
see that stocks are on hand at the 
time and place needed, and to keep 
his in-process inventory within 
proper limits. 

To aid the raw materials plan- 
ning dept. to requisition materials 
advantageously, service dept. man- 
agers furnish materials estimates 
on compounds, fabrics and other 
standard materials. 

Here the same caution and good 
judgment must be used as in any 
other stock control work, other- 
wise the raw materials store will 
become over-burdened with slow- 
moving and obsolete items, tying 
up capital. 

In this materials estimating work 
the service managers and their 
schedulers must work closely with 
the production control division. 

In the service dept. there is a 
central unit to handle the writing, 
duplicating and filing of orders. 
This unit services all three of the 
operating groups and takes care of 
the typing, filing and changing of 
specifications. 

The service dept. successfully 
combines and correlates orders, 
scheduling and sales service, with 
responsibility definitely fixed for 
satisfying the user. At the same 
time == the 





dent has 







































an adequate contro! 
activities which make 
sible for their ecc 
tion. 

Often the question is 
“Why should sales service b 
the general superintendent 

In our case it just hap 
way, but we feel that it 
tunate step. In an 
where the sales dept. is 
and production on tł 
is more or less of à 
the two in order to keen : 
satisfied. 

With our arrange: 
organization stands 
duction and sales 
ports to the general 
dent,: it must keep 
satisfied. 


over 
him 
mical 





good-will by the serv: 
it is logical that the ; 
intendent be respe 
activity, because he is i 
to see that the productio 
ation comes throug 


Our Budget Goes Much 
Usual Limits 

In addition to the 

grouped under the 

eral Service Departr 

superintendent is r 

a number of relat 


keep a s 
vice. 

In our financial control, 
lieved we should go 
usual budget, so we not « 
operating budgets, 
dard costs for the 
facturing groups based on 
furnished by the sales de 
but we also devised a cost 
sales control, 

The number of shilür 

each sales £ which the pr 
department can spend om pr 
the goods is determined fr 
cost is Mae SEE. up 
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a-Glance Sample Identification 


ANY. firms follow the practise 
using colour to identify 
cables, pipelines, etc. in their 
es. Here.is how one firm uses 
| or samples, 

light engineering works dif- 
s found in keeping track of 
When the research. engineers 
ng new materials it was often 
y after, successful test, to 
r who was the supplier of the 
mple. Delays therefore occur- 
hen bulk süpplies to sample 
o be ordered, 

* attempt was made to get sup- 
mark their samples. But little 
done in this direction. The 
refore set up a colour scheme, 
incoming sample of metal was 
With a band of colour, a corres- 
ng key being made in a record 


in 


v, when an order has to be placed, 
rom the multilated venatus ofa 
its identity colour can be spot- 
vo confusion or delays now. 


e 
5: of. Timber 


MBER -control having seriously re- 
supplies of timber for heavy 
ies, one firm has been able to 
ir quantity of “returnable” cases 
t been returned by customers. 
eck-up.of records enabled a 
l outstanding eases to be found. 
"Were then appealed. to. by 
dual (not circular) letter. 
nse- was very good. 
$.also economising by making 
tead of cases, for the packing 
at permit this type of con- 
ng used. The crates save 25 to 
t of timber. 


e 
ench Delays 


a number of viewers’ benches 
production factory, small 
istéad. of electric lamps, 


was this: for examining de- 
needed a source of concen- 


pte 1 Jimdcked the light which, 
ed with wire guards, “frequently 
«broken filaments. Casualties 
ips were heavy. Though it was 
quent interruptions of work rather 
roken- lamps that constituted the 
rable-costly factor. 

was a small swivelling mirror 
like ċar driving mirrors, 


ith a more pow erful light source 

further distance away but in 

ositión that the viewer can, by 

ir his mirror, pick up the light 
1 direct it were he wants it. 


s-last for ever, delays don't 





War-Time Budgets 


In what these other firms are doing you may find a sug- 


gestion or idea that will help solve one of your own problems. 


£1,000 A Year Packing Saved 


DI a firm of stationery and office 
supplies manufacturers they have, 
at the main factory, a sytsem of what 
they call "pre-packaging" that saves 
tremendous amounts of packing 
material and time throughout the firm’s 
forty-five provincial branches. 

Before this system was put into force 
certain standard boxed lines that went 
out from the factory simply went into 
the stock rooms of the forty branches. 
The branches, to fill orders, drew from 
stock, wrapped the packages and for- 
warded them to the customer by post, 
or other appropriate means. 

A survey revealed the fact that each 
branch had its own ideas of packing, 
and as the job was usually left to junior 
labour the results were often very poor 
and always extravagant in the matter 
of packing materials used. 

Under the new system the factory 
now "wraps ready for posting" and 
supplies the branches with these-lines 
so that all the provincial dispatch clerks 
have to do is affix address labels and 
stamps. 

The advantage is this: the packers 
at the factory are experts, they, have 
devised a perfected packaging technique 
that is fast, efficient and economical of 
materials. 

The packs they make up are all 
rubber stamped on the ends as to 
quantity and grade of contents so there 
is no confusion at the branches. 





One of the drawers in a new type filing 


cabinet. The sides of the drawers are 
slotted every 17/32 in. to take Divider Plates. 
These plates take the place of the ordinary 
adjustable compressor. The drawers, thus 
being separated into sections, are ideal for 
filing binder folders, legal documents, photo- 
graphs, negatives, catalogues or any bulky 
material. The contents of the drawers are 
always tidy and cannot slip. down out of 
sight. The drawers contain no compressor 
channels. kon Pope the. clear inside 
ghi i ; 





Saving in the cost of packing 
materials over the whole branch organ- 
ization has amounted to £1,000 a year. 


Structural Alterations Saved 


ECHANICAL handling is, in fact, 
an aid to economy that every 

Manufacturing concern should investi- 
gate fully. 

In one engineering concern. i£ 
happened that the railway siding at 
which truck loads of steel arrived was 
several feet higher than the level of the 
adjoining shop into which the steel had 
to be carried. Internally this shop was 
equipped with an overhead travelling 
crane for handling the heavy loads of 
metal, but this crane was of use only 
inside the shop because it could not be 
extended to run up hill to the truck 
sides. The trucks therefore had to be 
unloaded (and loaded) by hand: a long. 
and unpleasant process. B 

The only alternative, so far as. the 
management could see, was to raise the 
500 ít. long roof of the shop or lower 
the level of the entire railway siding. 
hnagine the cost of either expedient. 

A firm of specialists in lifting gear, 
however, supplied, at a fraction of the 
cost, a travelling overhead crane that 
would not only handle all the lifting 
within the shop but which would also 
run up-hill (gradient as steep as lin 7) 
to the truck side and handle the un- 
loading and subsequent loading as well. 

Naturally, to do this, part of the 
overhead "railway" has to be in. the 
open. But, though thus exposed to ice, 
rain, grease, etc. there is never any 
slip between the travelling unit and the 
rails, either when moving up or down 
the grade. 

This special crane has enormously 
speeded up and cheapened the work of 
unloading and loading. 





A Crane Problem Solved 


N another engineering shop where 

there was already a full-width 
travelling crane in use the management 
wanted to instal another. But travel- 
ling cranes cannot pass each other on 
the same gantry. A special "wall" 
crane was therefore installed. This 
runs fast and travels all round the shop, 
underneath the existing crane that 
travels up and down the. length of the 
shop. 
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Excess Profits Tax 


X these modern times there are 
A7 still many businesses that are 
= being run without proper 
costing systems or monthly ac- 
- counts, and I should mention at the 
outset that it is solely for the 
benefit of such firms that this 
article has been written. 

The introduction of Excess 
Profits Tax makes the use of an 
accurate system of monthly ac- 
counts more necessary than ever. 
If the policy of the management is 
to be framed on sound lines it is 
essential to know, within narrow 
limits, the trend of profit during 
the course of the financial year, and 
the probable liability for Excess 
Profits Tax, if any. 

There are many firms who are 
still satisfied with an annual 
Trading and Profit and Loss 
account, and who content them- 
selves with a rough estimate of 
profits calculated at irregular in- 


Que mo as it may seem in 


tervals during the year. It almost 
inyariably transpires that such 
estimated profits are unduly 


optimistic, so that the audited 
accounts provoke varying degrees 
of disappointment when ultimately 
they are received. 


This Over-Optimism Can Be 
Highly Dangerous 


Any undue optimism as to the 
profits likely to be earned during 
the year may have serious reper- 
cussions upon a company. Perhaps, 

. as a result of a misguided policy of 
distributing profits up to the hilt in 
the more profitable years of the 
company's history, the maintenance 
of such things as buildings, plant, 
machinery, etc, may have been 
neglected, and activities such as 
experimental work and advertising 
may have been cut down to the 
minimum. The company, misled 
by rising turnover into imagining 
a proportionate increase in the 
profits, may then decide to carry 
—— out some of the arrears of mainten- 
ance, and perhaps feels it prudent 
to allocate a larger sum to its 
.. advertising programme. 
Assuming that the business has 


mo adequate method of computing 
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its monthly profits, and conse- 
quently the trend of its profits, it 
can easily happen that even before 
allowing for this special expendi- 
ture, the earnings had not even 
reached the Standard Profit. 

This may sound fantastic to any 
up-to-date firm. Nevertheless, it 
is a fact that there are numbers of 
managing directors whose objection 
to a proper system of monthly 
accounts is still deep-rooted, These 
reactionary businesses, however, 
rarely pay dividends except when 
considerable prosperity is ruling in 
their particular trade. 

There are many firms engaged 
upon war work on account of a 
recession of trade in recent years, 
which find themselves with a low 
Standard Profit, rendering them 
liable for heavy payments of Ex- 
cess Profits Tax in respect of the 
period beginning on April Ist 1939. 
If it can be proved to the satisfac- 
tion of the Board of Referees that 
*in the standard period, the rate of 
profit or the volume of business 
was less than might have been 
reasonably expected" the Standard 
Profit may be increased, but, doubt- 
less, the case will need to be 
completely water tight if the 
application is to succeed. 

Here again a proper system of 
monthly accounts would be ex- 
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tremely helpful as it is much easier 
to show a reason for the rate of © 
profit or volume of business being 9 
less than might have been reason- 
ably expected than would be the 
case when dealing solely wit is 
annual figures. This is so because — 
attention can be drawn to the 
specific month in which the tr 
of certain expenses started to | 
or the sales turnover began to y 
If the trend or moving annual total 
method has been used iu 
monthly account, it will then be 
still easier to support 
application, 





“Correct” Forecasts May Be F 


Of Errors 


Assuming that the firm has been 
unable to obtain an adjustment im 
its Standard Profits, and that its 
trend of profits improves to s 
an extent as to make it reasonably 
certain. that the Standard Profit - 
will be exceeded, and Excess Profits 
Tax payable on such excess, If) 
would be perfectly legitimate for 
the firm to examine its Fixed” 
Assets and to carry out repairs and 
replacements which, owing to poi 
profits in the past, have perfore 
been neglected. A larger sum could 
be allocated to the advertising 
programme, although of course t 
cost of permanent signs would 
a capital charge, and therefore m 
allowable as a deduction fi 
profits. c 

There are many firms which have 
a system of monthly accounts ane 
are proud of the fact that at 
end of the financial year their 
estimated net profits have come out 
to within, say, one per cent. 
those shown by the firm's acco 
tants. 

Upon. investigation it is frequent 
ly disclosed that although t1 
aggregate of all items of expense” 
for each of the twelve months 
deducted from the sales does, i” 
fact, produce a figure closely ap- | 
proaching the finally ascertained ~ 
net profit, nevertheless there area 9 
number of gross inaccuracies int T 
monthly accounts. T 

These are generally due to lack 7 
of thought in dividing up expenses ~ 
over the various months. All kinds ~ 
of anomalies are created and the 
managing director can be com: 73 
pletely misled by these inaccuracies, — 
particularly so if the final result — 
shows little divergence from the - 
audited accounts. , 


f common errors:— 
s, Rates, Taxes: debited 
gainst the months in which the 
ment becomes due instead of 
read equally over the twelve 
nths, | 
nsurance: no division of insur- 




























mpensation, etc, Obviously the 
rmer is an equal monthly charge, 
hereas Workmen's Compensation 
uld be debited according to the 
es bill in each month. 

tores: charged according to 
háses instead of consumption. 
is à common error, 
reciation: failure 
‘reserve in the 


to make 
monthly 
aggregate of the profits or 
s for each month of the finan- 
year may not be far off the 
profit, and yet monthly 
unts may be of no use in 
olling the business. Examples 
outlined in the accompanying 










ue. to inaccurate 
records) 


ompany: Overheads are often 
t to che . It is not 
mown for a Company to 





ids for the previous year, 
rid call the resulting fig- 


table suggests how "intermediate" errors can ocu despite “apparent reconciliation 
a 5 between Monthly and EE tr aan NU) 


between Fire, Workmen's. 


jt Profit according to audited accounts 
at Profit according to monthly accounts 


Apparent discrepancy 


actual discrépancies might be as follows:- 


examination of- the 


y^ accounts will probably 






disclose defects in the mode of 
allocation and presentation. Now 
is the time to get these inaccura- 
cies corrected, no matter whether 
the business is enjoying a period of 
prosperity or not. The introduction 
of a control system will show 
where earnings cam be made or 
where the management have been 


over zealous in the economic 
campaign. 


Essential That Losses Should Be 
Easily Traceable. 


If the firm has been adversely 
affected by the war and is making 
a loss, it is vitally important that 
the accounts shouldbe gone through 
with a tooth comb to see exactly 
how and where the loss: can be 
reduced. But in the case of a firm 
working to full capacity on war 
work all kinds of minor extrav- 


agancies will probably have crept 
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Audited Accounts. 





h 
be 
not increased still further if their 
system of monthly accounts was 
re-shaped. It is better to pay 
Excess Profits Tax than to. fall 
short of the Standard Profit. 

It may be said that "We really 
cannot bother about trying to run’ 
our business more economically 
because we are making increasing- 
ly good profits.” But it must be 
remembered that business runs in 
cycles. On the cessation of hostil- 
ities firms engaged on war work 
will be faced with a serious drop 
in turnover, and when this comes 
about all kinds of drastic economies 
will be embarked upon, which may 
actually provetobefalse economies. | 


If the business had been under ^^ 


proper control during times of 
prosperity through having a 
correct record of the trend of every 
type of expense, the additional: 
profit which could then have been 
made, even after paying 60% to the 
Exchequer, might have proved an 
invaluable reserve to enable the 
business to adapt itself to post-war 
conditions. 


Fluorescence as 


Aid to Black-out e 


junction with "black" (infra-red) | 
mercury vapour discharge lamps, 


aen powder, in con- 


is considerably helping the lighting ^ d 


problem under A.R.P. restrictions. 

In the control room of your power 
plant, for instance, all essential con- 
trols, dials, etc., can be treated with 


the powder. The infra-red radiation of. 


the. "black" lights then causes the’ 
treated controls to glow clearly in the 
darkness when the ordinary lighting is 
switched off. The infra-red lighting 
can, of course, be kept on through any. 
emergency, as its visibility to the. eye 
is practically nil. p 

Other uses for phosphorescent pow- 
der can be readily imagined: stair 
treads, projecting points or machinery 
in the factory over which people might 
stumble or with which they might 
painfully collide, and so on. Under 
the invisible "black" light these points: 
glow clearly. 


—— Be — 


MPORTANT to business men are’ the 

two aspects of war-time Insurance dis- 
cussed on page 28. We remind readers 
that we can put them in touch .with dur 
Consultant who will be pleased to give 
free, authoritative advice on all: matters o£ = 
war-time-, insurance.- - Address’ your. 
enquiry tothe Editor. p gerne 
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Getting Instructions . . . 





“For any neglect,” 


raising hell but 
hell. . 


T is more important than ever, now, 

to get imstructions carried out— 

completely and promptly. Every 
executive is carrying heavier respons- 
ibilities. Whatever spare time he had 
in the days of peace he certainly hasn't 
the time now to act as his own chaser 
and to follow up on the instructions he 
issues to subordinates. 

In most firms there are smaller staffs 
to do a given volume of work. If 
instructions are permitted to take two, 
three or four times as long as necessary 
for fulfilment, then the danger is 
obvious. 

One of the most prevalent mistakes 
in management hitherto has been this 
laxity about the execution of instruc- 
tions. 


Why The Army Can Get 
Things 


in the army things are different. A 
business cannot be successfully run on 
army lines, but executives (officers and 
N.C.O's) in the army do get things 
done. ln as much, therefore, as the 
army achieves this it sets an cxample 
from which something can be learned 
by the business man. 

If any order is issued to any member 
of H.M. Forces the recipient proceeds 
into action with the traditional “jump 
to it.” 

Why? 

Because of the subconscious know- 
ledge that, inevitably, failure to comply 
will be promptly noticed, and further- 
more, will be followed by some sort of 
disciplinary action. 

Army discipline cannot be introduced 
into business. Good thing too. But the 
point to notice is that, in the army, an 
order means something. By that J mean 
itis not issued by the executive and 


Done 


contends Murrell, 


“you 
2 he emphasises, "it must be CONSTRUCTIVE 


From H. C. T. 


are justified in 


then forgotten. Full and prompt action 
is expected every time, so that long 
established practice of such a policy 
has resulted in a traditional promptness 
and reliability that is the envy of the 
world. 

Speaking broadly, orders issued by 
business executives too often mean 
nothing. I don't mean that they have 
no point, but they are not issued with 
sufficient weight behind them or with 
sufficient insistence that the issuing 
executive really means what he says. 

"Oh Jones," a sales director says, 
"Tuesday or Wednesday you might let 
me have a report about that dealer 
survey scheme. And get from the 
publicity people some idea of their new 
campaign for product X." 

Well, because the sales director is by 
nature a pleasant man, doesn't issue 
orders at the point of a gun, and 
because Jones is a pretty busy man with 
lots of detail in his hands, Tuesday or 
Wednesday comes round and nothing 
much has happened about the dealer 
survey report. 

On Monday the sales director had to 
make a visit to the factory. Tuesday 
the managing director received some 
government officials in conference and 
needed all his chief executives to stand 
by. So the dealer survey report 
becomes eelegated to the background 
until, maybe, two weeks or two months 
from now. By that time neither the 
sales director nor Jones remembers 
whether he asked, or was asked, any- 
thing about it. 

There are thousands of variatious 
of this theme. But they all, by their 
effect, tend to take away the value of 
an issued instruction. 

A subordinate comes out of a chief's 
office, looking harrassed. “What’s up?" 
asks a colleaene “Two dave to cet nnt 


More Promptly Carried Out 


MURRELL 


General Manager of a Foodstuff Manufacturing Business 


all the statistics on so-and-so,” he 
complains. “Oh, leave over the 
week-end," advises his colleague, "the 
old boy will have forgotten al] about 


it.” 
Well if that’s true; if the 
will have forgotten, then th: 


old boy” 
statistics 


can’t bé of much use to the business 
and should not have been asked for. 
So if that’s the situation one more 
prop to the foundation of effective 
authority gets knocked away. Subord- 
inates are very quick to sense these 
things. 

It is a good plan to mulate this 
policy—and to stick to it: Make up 
your mind definitely before you issue 
an instruction; then issue tt in clear 


terms; and 
carried out. 

That last part is not easy, hecause 
no executive can afford time to go 
around following up and checking up. 
But this is how it can be handled by 


finally make sure, it is 


those executives who are determined 
now to tighten up on control The 
method will involve some sacrifice of 
time and patience at the outset but i 


will be worth while 


A Remedy: Tedious Perhaps, But 
Quite Effective 

Very well then: issue your instruc- 

tion and record it in a book, on a pad 

or by any means you lik As each 

instruction goes forth enter it; adding 

plenty of detail and full notes of 


precisely what results you expect, amd 
when. 

Now follow these 
through to the bitter end 
are completely and promptly carried 
out, show your appreciation of the 
service. But where they are neglected 
or fall down call the parties to account 
and raise hell. See, though, that you 
raise constructive hell. Don’t merely 
rant and rave; that’s Make 
it perfectly clear that you understand 
all the involved and point out 
plainly to the delinquent just how and 


instructions 
Where they 






useless. 


issues 


where his failure has upset the business 
plan you had in mind. 
A solid month, or maybe two, of this 


meticulous following up and checking 
will be extremely tedious will waste 


a lot of executive time. But it wall 
establish a policy. It will get you a 
reputation for having an eye like an 
hawk and the memory of an elephant, 

Once this condition has become 
established, a master touch here and 
there at intervals will keep it going 


Many of those former hitches in routine 
wil disappear. Every will be 
happier and the business will be 


conducted with* gre ajer dispach and 
—— bhas dea. anis 


one 











































spite of a second war in Europe, 
heavier losses at sea and stiffer taxes 
i: round, the trend of business 
upward again during 
"Witness the fall in un- 
yment by 41,000, some 470,000 
than a year ago, the better over- 
5 figures and the unexpectedly heavy 
mas spending. 

Yet the November shop sales (78 up 
-fast 2d acutely depress many 
At a time when so many 
are suspended, it is vital to 
each set of figures available its 
weight only, otherwise the entire 
ire is distorted. 


a Key Figure, 
Thats Good 


AY the fundamental British 
€; the only completely accurate 
unchallengeable figure available, is 
nployment. If employment is 
g, no other figure can cancel the 
“business is better. | During 
imber.a steady fall in employment 
ñ changed to a definite rise. 
is alone shows the situation has 
ly improved. There must be at 
“500,000 more people drawing 
‘to-day than even a year ago, yet 
Christmas we were all convinced 
things were improving nicely. 
the dislocation caused by the 
cung from peace to war-time 
sation is still acute. 


“suppose we return to those 
op sales, Although sales rose by 
‘erage of only 6:9 in October, 
st a similar rise in the cost of 
his: figure gives a distorted pic- 
he rise throughout the country 
ide the West End and Central 
n) was more nearly 13 per cent., 
shows a. comfortable improve- 
rélast year, allowing for the 
cost of living. The big fall 
entred entirely in the West End 
Central London stores. Some of 
hüyers are not there; others 
t money to spend; many more 
fuse to travel to town under black- 
| conditions. 
en. the: November figure is not so 
The. rise of. °8 







puntry masks a fall of of £ 


TREND OF TRADE 


W ARE INFLATION . . ! 
/ Vage Rises Must Not Lead Us Into It 


The Moment Wage Levels and Prices are Nicely in 
K They Must Remain So 


CECIL CHISHOLM, M.A., Business Economist 


no less than 34:7 in London. In other 
words, the average rise throughout the 
country (outside the heart of London) 
was between seven and eight per cent. 

Corresponding rise in the cost of 
living is about ten per cent. In other 
words, the level of sales is probably 
within about three per cent. of those 
for November of last year, which was 
a good month (being.two per cent. 
above the average for 1937, the peak 
year) But the South of England 
showed an improvement of 11:7 which 
is probably above the rise in the cost 
of living. 

The Scottish figures too are most en- 
couraging, with hardware sales up by 
11:9 and furnishing by 8:8. 

I absolutely refuse to be discouraged, 
remembering the number of buyers 
withdrawn to the forces. These men 
represent nearly five per cent. of our 
working population, far more in pur- 
chasing power, also Government de- 
partments do not buy very much from 
local shops. 

Chief danger to shop sales during the 
next few weeks is the record 
demand by the Treasury for around 
£330,000,000 in Income Tax. Taken 
with the rise in the car tax, now effec- 
tive, and the continual rise in the price 
of petrol, this may be serious for the 
country towns especially. 


Wages and Prices 
Must Keep Step 


T is not possible to gauge accurately 

the rise in wholesale prices since 
August. It would seem to be around 
19 per cent. or rather less than the 
figure forecast. The way in which tin, 
tea and rubber prices have run away 
since the end of international control 
is the first piece of evidence in favour 


of our own  multitudinous price 
controls. 
Twa interesting question$ emerge 


from these more reliable figures. How 
far are wages keeping up with prices? 
Also how far can Sir John Simon stop 
wage rises before they run away with 
prices? 

At the moment workers in most of 
the basic industries have received rises 
equivalent to the dearer prices. Since 
September there has been a net in- 
crease in the wages of 2,400, 000 people 





crease in. 


RETAIL 
SALES 


|'938 1939 | 































1937 — 100 


RAW 
MATERIAL 
IMPORTS 


Thousands £'s 





TOTAL 
IMPORTS 


Thousands £s 


TOTAL 
DOMESTIC 
EXPORTS 


Thousands £s 


REGISTERED 
UN- 
EMPLOYED 


Thousands 


COST OF 
LIVING 


1929 = 100 


WHOLESALE 
PRICES 


1930= 100 
























the wage bills. of thes 
atound £27,000,000 per year. 
So far wages have kept pace with 
prices much more quickly and neatly in 
this war than the last, possibly thanks 
to the much wider use of the cost-of- 
living index to control wages. 
' How far Sir John Simon can keep 
his promise to avoid wage rises, there- 
fore, depends almost entirely on the 
success of the Government price con- 
trols, on rationing, and on the effects 
-of the 7s. income tax collections. I 
should say that it would be an even 
bet between Sir John and the primitive 
economic tussle between demand and 


upply. 


Army Calls 
Affect Production 


"EHE two other most important 
X. questions are how much we can pro- 
duce, and how much we can export, as 
class after class is called up to the 
Army. If another three or four classes 
are called up during the next twelve 
months, obviously the productive 
capacity, of the country will fall by 
:. around another 7—8 per cent. 
'* Fortunately home demands will also 
fall, although by a lesser amount. But 
how much we can produce for the 
home market will depend not mercly 
on whether the services are using up 
their planes, guns and munitions in 
large quantities, but on how much we 
can manage to export. 

"Export or die" remains, must 
remain, a Government watchword, 


Inflation Danger 
Lies Here 


HE extent of our war effort con- 
tinues to expand almost geometric- 
ally. Already we are employing 
between 33,000: and 35.000 more en- 
gineers than in July: 75—80 per cent. 
of the industry's output is for war pur- 
‘poses. The industry is now allocating 
only 10 per cent. of its output for 
export, between 10 and 15 per cent. for 
the home market, These are average 
figures only. j 
The real trouble is not the shortage 
of plant but of skilled workers, with 
“half of the Government's new war 
-factories still unbuilt. Here the worst 
bottle-neck has occurred. Here is the 
^» greatest danger of inflationary action. 
~~" Tt is difficult to avoid wage rises 
when labour is so difficult to get. 
Already a million and a half engineers 
and railwaymen are asking for in- 
creases totalling £40,000,000 a year. 


Cast Iron 
Policy Wanted 


: ERE the Government is the de- 
cisive factor. So far it seems to be 
“quite without any definite. policy or 
spoint.of view. Unless the Government 


industries of 


can frame a policy and stick to it, it 


looks as if the- workers 
of having wage rises granted which 
will end in the sacrifice of real wages 
to nominal wage rates. With no lead 
from the Government, employers who 
are pressed for output can hardly be 
blamed if they are driven to make 
short-sighted decisions which may have 
dangerous repercussions. 

They cannot make goods without 
men. But thg quantity of goods that 
can be made for the home market is 
lowered every month by army draíts, 
material and shipping controls. Higher 
wages must mean higher prices for the 
same goods, in fact, inflation. 

Higher prices would have the most 
serious effect on our export trade as 
well as on money values. During 
November overseas trade showed signs 
of an encouraging revival, particularly 
in India and South America. Indeed 
part of Lancashire's remarkable re- 
covery is due to foreign orders, 
although the bulk of it is the result of 
service orders. 


U.S.A. Still a 
Puzzling Factor 


OVERNING factor in the world 

price situation may well- be 
America. Here the situation is to the 
last degree puzzling. The forecasters’ 
recent burst of pessimism, prophesying 
horrid things in March, has been suc- 
ceeded by an equally sudden and unsup- 
ported optimistic turn. 

The incredible fact is that with out- 
put above the 1929 peak, the country 
has still around 8,000,000 unemployed, 
compared with an estimate of 400,000 


in 1929. Meantime population has 
grown by 6,600,000. Yet 500,000 


fewer people were employed in October 
last than in 1929, 
Apparently an increased population 





Bureaucrazy Uber Alles! 


UST one of the many difficulties which we, among other manulacture 

to deal with to-day is the strangling effect on business brought 
to get sufficient petrol for proper deliveries. 

We are engaged very largely in the manufacture of goods for 
Local Corporation A.R.P, work, yet the supply of petrol allocated 
The nature of our goods 
practically impossible—besides being uneconomical and inexpedient—tf« 
manner to despatch by rail transport. The consequence is we have to ref 
transport companies to complete deliveries for us, 

Now, although this form of transport is expensive, there is no 


to deliver about hali of our output. 


in obtaining the necessary lorries, 


On bringing the matter to the attention of the Government Depar 
we are told no help can be given and are referred to the local Petrole 
Taking the matter up here, we are informed it is the intention to rermów 
The alternative, we are tld, is 


vehicles from the road as possible. 
by rail. i 
When it was mentioned that road 


stop it” As if we would! 


] should emphasise that on those occasions when we do use 
number of times when goods are delayed, lost or damaged in transit 


all proportion to the traffic concerned. 


If only we could get enough petrol we would send nothing by 
certain people require this spirit for shopping, entertainment and x 
rides, we suppose business must be content to go short t 

(signed) FRA 
Managing Director, 


are in danger ir ; ; 
“additional. number 


transport firms apparently find m 
getting petrol because vehicles could be obtained frony them at ar 
night, fhe only response we received was—"Tell us who they ari 

























































r America nc 


generally increasing t 
every year. Shorter l 
strictions, higher prices, : 
human management 4 
down the American machine: 


make additional emplovmen 
it is safe to expect à 
in American prosperity, d 
war orders if nothing € 
expect the type of super ` 
to bring America Uke a sa 

the raw material market of ti 


Government Doesn't 
See The Danger 


AKING the hard facts of 
as they are, we can onl 
best for a fairly stable 
chasing power, as more of our 
ployed are absorbed into indus 
take the place of those calle 
colours. ` 
Even full employment 
boom because it will : 
11,000,000 instead of 
duction workers. 
Obviously Sir John 
and the Unions 
device of deferred spe: 
The only alternative 
rationing or a dose 
How far we can avoid i 
depend on whet! 
triple policy of sev 
rationing and par 
backed by resistance 
wage demands. By 
mean of course, ec 
not humanly unjust 
There is no sign that the G 
sees the danger we arc 
inflation. There lies the 1 
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Voice of 
E voice of business was indeed 
aised- in London this month, the 
ce of "small" business, that aggre- 
eof modest sized manufacturing 

rns that is the real industrial 
kbone of Britain. 
he Federation of Manufacturers and 
ucers of Great Britain, represent- 
ore than a thousand small con- 
has been created to convince 
ster ‘of Supply, Leslie Burgin, that 
llow a few favoured big-time manu- 
rers to hog ninety per cent. of 
ar contracts is neither the quickest 
ie most economical way to victory. 
‘he F. of M. and P. of G.B. invites 
membership of all small manu- 
srs who are equipped for work 
ional importance but who, be- 
of their ignorance of official 
“and other methods of in- 
have not hitherto been able to 
work of a government 


"significant is the stated aim of 
new. organization: "To promote 
ause of the smaller manufacturers 
at Britain during the war and 
` Note the italics. 


Fis the time when most firms 
ve some thought to file clear- 
fice, a sorting-out process to 
make way for a new year. 
good many concerns this will 
Such.a bothersome business as it 
be because the diligent survey 
ceumulated records "which : was 
d.by the outbreak of war crisis 
a wholesale scrapping from the 
f much unwanted matter. 
füces big and little all over the 
that is one good thing at least 
me out.of those momentous days. 
ge correspondence file was 
ith at least fifty per cent. 
matter. 
resolution for 1940 
When replying to letters do 
carbon copy unless it is 
essary; also, file nothing that 
y to be needed again. 
€ executive in each firm will of 
ave to decide what must be 
nd what need not, but the small 
ffort to keep an eye on this 
"will be well repaid by the much 
les that will panne 
the simple method by which 
p my. own files tolerably clear 
out the year: 
dictate my correspondence in 
ing T tell my secretary when 
eeds. no carbon.. I just say 





Business 

This is a movement not merely to 
get a legitimate share of war-time work 
but to lay a sound foundation of after- 
war stability and 'strength so that 
peace, when it comes again, will not 
leave the small firms high and dry in 
a wilderness of chaos such as many 
still remember twenty odd years ago. 

e 

ARLIER this month we attended 

a meeting of this body. It was 
scheduled for 11 o'clock, at 11.15, Mr. 
J. A. R. McDonald, who was presiding, 
had to come to the microphone and 
announce to an already well filled hall, 
that the meeting could not begin for at 
least another quarter of an "hour be- 
cause of the press of business men 
still outside in the foyer trying to get 
in. That conveys some idea of the 
enthusiasm existing for this idea of 
organizing for the vitally important 
purpose in mind. Finally, well over a 
thousand business men packed the hall. 

Another pointer to the determination 
of all these members and potential 
members to gef something done was 
the impatience shown at the inevitable 
preliminary speeches. 


Secondly, when I sign my mail each 
evening I initial any carbons and toss 
originals (with their carbons attached) 
into a tray on my desk marked “file.” 

Nothing of course is filed that eve- 
ning. Nor is it filed first thing in the 
morning. Again my first job in the 
morning is to dictate the mail, then, 
having done so, I run through the 
previous day's stuff in the filing tray 
and consider each item carefully. Any- 
thing that can be thrown away is 
chucked into the waste paper basket. 

This still further reduces the matter 
for filing and so, I consider, this daily 
practice keeps my files unburdened. 
Reference to matter that is really 
wanted can be made more quickly and 
easily. In the course of a month or a 
year it saves hours of the secrcetary's 
time, not to mention the additional 
advantage that filing space is practically 
halved. 

Any office manager, therefore, who 
during the past three months has kept 
his files more or less clear will not 
have such a formidable job when it 
comes to emptying the files for a new 
year. 

Some firms follow the practice. of 
transferring the old year's letters into 
manilla or similar containers and of 
storing them away on shelves. Person- 
ally Lr prefer the idea of having an 
intermediate stage. Instead of storing 
away the old year’s letters I have them 
transferred, in their manilla: folders 














y, üeetings; 
thére is a certain amount of explana- 


tory talking and introduction of pro- ^. 


posed committee members, etc. to be 
done. But the assembled business men 
were impatient of all this. One man 
after another in the assembly got up, 
to tell the chairman, in effect: “We 
know all about our purpose, let's get 
down to defining what is the next con- 
crete step we can take NOI 

If that aggresive, constructive spirit 
is going to be maintained these “small” 
manufacturers will set an example in 
war effort and industrial effort that 
will certainly make things hum. 

e 


HE idea is that the F. of M. and 

P. of G.B. will soon be divided, 
under a central committee, into dis- 
trict sections, each with its own 
appointed section committee. Thus 
wil small manufacturers throughout 
the whole country be organized so 
that their combined strength can be 
exercised at a single, active focal point. 

We suggest, therefore, that all 
readers oi Business, wherever they 
are in the United Kingdom, who want 
to associate themselves with this 
great personal and national effort, 
should get into touch now with Mr. 
J. A. R. McDonald, at 30-40 Dalling 
Road, Hammersmith, London, W.6. 


Making Room for Last Year's Filing 


just as they are, into another filing 
cabinet called the semi-active file. In 
this semi-active file they spend the year 
and are not until the following 
December finally transferred into con- 
tainers for storage for a further and 
final two years. 

Thus in my secretary's office are kept 
two filing cabinets : the current one for 
the year and all the semi-active fle for 
the previous year. Letters for further 
back than that are in their containers 
(transfer files) shelved conveniently in 
a stock room. 

While on the subject of the final 
transfer files [ should like to emphasise 
the need for clear and adequate labelling 
of the files that are stored away. Letters 
and documents that cannot be found 
when needed might just as well be 
lost. Remember, therefore, that the 
clerks who code, label and transfer 
letters to storage, may not be the ones 
who, a year or more hence, may be 
asked to find some important letter in 
those files. 

Labelling should therefore be done 
with intelligence and clarity so that any 
person can subsequently, and without 
difficulty, follow the written directions. 

No set rules can be advocated in this 
file transfer business because every 
firm has its particular needs that must 
be met, but, as à basis on which to form 
the main plan, this. two-stage transfer 
system will, T ‘think, pe found to Work 
as. well. as any, 









This is the sort of vigour that will keep industry going. In 






September, Ekco had a new product—of all things an electric 


light bulb—ready for the market. Came the war, and the 


black-out but even this could not defeat real determination 


Couldn't Stop This Sales Campaign 


NE of the boldest business 
O moves of the present war was 

made a few months ago by 

this well known manufactur- 
ing firm. After spending time, 
money and energy in the produc- 
tion of an entirely new line, the 
fatal September, and declaration of 
war, arrived at the very moment 
when the new product was about 
to be launched on a nation-wide 
market. 


This Adventure Was A Very 
Bold Move 


It is easy to be wise after an 
event. The business world knows 
now, after five months of what has 
turned out to be a very strange war, 
that our cities and factories have 
not been the objects of intensive 
and continuous aerial strafing. 

But during that September no- 
body could guarantee such im- 
munity. On the contrary, nobody 
even expected it. 

To decide to go ahead with a 
campaign to launch a new product 
into markets threatened with an 
indeterminable danger of such a 
kind was therefore an exceedingly 
bold thing to do. 

But this enterprising firm not 
only displayed such initial courage, 
it continued in that strain. As 
time went on and disaster from 
hostile air action became less and 
less likely, Britain's defence 
measures, notably the blackout, 
began to assert themselves to the 
detriment of normal trade. 

Essential as it was, and is, the 
blackout might well have been 
accepted by many firms as the one 
lethal blow to expectations for the 
success of a new product such as 
an electric light bulb. 

But blackout, and other war-time 
restrictions, did not deter E. K. 
Cole from following the vigorous 
policy for which they have become 
famous. The "Ekco" electric bulb, 
the company's newest line, was 
. launched on the market. 


The War 


From an Interview with 


DAVID HART, 


Sales Director, 
E. K. Cole Ltd., Southend. 


As producers of new lines Ekco 
came into prominence in 1937, 
when, after establishing over a 
period of ten years, a name as 
manufacturers of radio sets, they 
brought out Thermovent electric 
heaters. 

This product was the first result 
of Ekco's policy to find supplement- 
ary output that would even-out the 
seasonal peaks and valleys inevit- 
able in a purely radio manufactur- 
ing business. 

With this policy in mind Ekco 
have always encouraged the 
growth of natural off-shoots of 
their business. Thus, the design 


and manufacture of their own test 
equipment and measuring instru- 
ments provided a nucleus for the 
large-scale development of elec- 
tronic instruments of all types. 
The plastic moulding plant, first 
the production 


employed on of 





radio cases, formed a nucleus for 
rapidly increasing business in ime 
dustrial mouldings. 

Finally, radio valve design and 
manufacture provided the nucleus 
for this latest line, Ekco electric 
lamps. 

Production of thes lamps was 


begun in an interesting way, 4. 
* p = f 
method used is a good example of 


how intelligent planning can re- 
move, by forestalling them, many - 


vee ee 12. c Cte 


ale ca oai. aca 


of the difficulties that crop up in a 
manufacturing business 

To begin with an experimental’ 
or "pilot" plant for lamp manufac- 
ture was put into operation; amd 
simultaneously an extensive cam E 
paign of market rescarch began tà 


PI e^o am 


"n 


explore the peculiar problems 
relating to the distribution and sale 
of the 150,000,000 competitive 
lamps already being produced each M 


year in this country 


Marketing Difficult When 


“Plus” Sales Points 


With the “pilot” plant, pros 
duction teething troubles were _ 
anticipated and eliminated. Sources 
of raw material were opened tp | 


No — 


we eae 








vetted, and narrowed down to. 
ensure consistent quality of 


supplies. Production and test gear 
was designed, built and thoroughly 
tried out. When actual production 
began, it therefore went ahead free 
from all hazard or interruption. 

Meanwhile, market research 
prepared the ground for the job of 
selling the finished article 

Such a selling job is not so simple 
as it sounds. There is little indi- | 
vidualism in lamp marketing; there 7 
are not, as with radio and many 3 
other products, exclusive sales * 
points to help sell one lamp against 
another. There is little, generally 4 
speaking, between the efficiency of 
any of the lamps competing im | 
price. E 

The company realised, therefore, 4 
that entry into 'helampggarket at 7 









































ct was a 


estalling them. 


age, called not for stunt 
chandising, but for a really 
{ product distributed under an 

^" sound. and acceptable 
g policy. 
then, decided (a), to build 
- full British Standard Speci- 
on for electric lamps: to 
nteé each lamp in appropriate 
; and to sell on consistent 
ity ratherthanon Price, although 
rue that most of their prices 
jactionally lower than those 
"ring" manufacturers. Ekco, 
irse, are operating independ- 
“or, as it is usually expressed 
'non-ring" > firm. 
ion (b) was to formulate à 
eting policy which, by equity 
straightforwardness, would 
full LE to. be taken 
goodwill already attached to 
kco trademark. 


Distribution Policy: Plan of 
-Standard Discounts 


distribution policy was 
ed ` with standardised dis- 
as its centre plank. Every 
er of Ekco lamps, whether 
or wholesaler, knows that 
r purchaser of equal buying- 
enjoying more favourable 


ddition, a system of bonuses 
rebates, again standardised 
ing to a graded scale of 
ases, was evolved with 
of gaining and keeping 
+» dealer support. Every 
jurchase of Ekco lamps is 
aged by the policy to build 
so as to reap the full 
‘which this scheme is 
designed to prove. 

policy brings a due reward 
od outlets, without the waste 
infairness which usually 
from a free-for-all schedule 
ounts. The terms of the 
are quite original and have 
warmly welcomed by -the 


decision, already mentioned, 
ep to the well-known Ekco 
ark for lamps, as well as for 


ste has. the T 


nique feature of the preliminary planning of this new 
“pilot” plant: a complete manufacturing 


ess in miniature. It banished production difficulties by 


additional merit of helping at once 
to instil trade and public confidence 
in the new lamps, whereas a fresh 
and therefore unknown name, how- 
ever well-chosen, might require 
years of costly building up before 
natural conservatism could be over- 
come. 

For the same reason, the entire 
marketing policy has been planned 
in we phases; firstly, to make 
Ekco lamps known; secondly, to 
keep them selling. 

During. the first phase, the sales 
story will be balanced between 
lamp-quality and the “background” 

of the organisation. In the second 
phase, when the lamps are well 
established, full attention will then 
be devoted to the lamps themselves 
with only an occasional reminder 
of their origin. 

The effect of this long-term plan- 
ning is exemplified in the cartons. 
The two sides are at the moment 
devoted to illustrating the exten- 
sive factory buildings. Later this 
may be dropped in favour of an 
all-over lamp design. Similarly, in 
booklets and leaflets copy at 
present devotes a certain amount 
of space to the organisation and 
its resources. 

Launching a product and running 
a product require different treat- 
ments. The method adopted by 
Ekco will enable the changeover to 
be. made unobtrusively and with- 
out disturbing goodwill whenever 
the time is considered ripe. 

A notable feature of the presen- 
tation is the emphasis placed on 
the carton, a clean, attractive design 
with a white lamp superimposed on 
orange and black solids. This 
carton is prominently featured in 
trade advertising; is illustrated on 
the cover and, in miniature, on 
every page of the descriptive book- 
let; and is an integral part of card 
display material. A small “grasp- 
ing hand” cut-out is typical: the 
display can only. be completed by 
the insertion of an actual carton. 

Ekco believe. that, for casual 
sales particularly, the carton is the 
vital selling factor, assuming other 
things equal. Hence their emphasis 
on its design. The orange-and- 
black colour scheme 
standardised and will also have a 
good remind 





‘lamps was scheduled, 


is to be 


.loose. waste. paper these. presses are 


comew- well worth: consideration. - 


as explained 
just now, for the fateful days of ^ 
early September. The outbreak of 
war necessitated complete recon- 
sideration of all the carefully laid 
plans. 

Once the decision to go ahead 
with marketing was made, the 
opening trade press campaign was | 


completely re-shaped. Orthodox 
advertising, it was felt, might 
appear dated; might give the 


impression of pre-war plans not 
necessarily still holding good. 


The Advertising Appeal Embodied 
Topical Theme 


New layouts were therefore 
prepared, designed to be topical 
though not depressing. Rather | 


the reverse. Full pages in the 
electrical, radio and hardware press 
illustrated an anti-aircraft battery 
—aá photograph with lead soldiers, 
miniature sound detectors and an 
up-turned Ekco lamp carton 
(again, the carton!) substituting 
for a searchlight. In the bright 
beam of white across solid black 
appeared a teaser message "focus- 
sing attention". on a policy an- 
nouncement to appear in the 
following issue. 

An adapted layout from the same 
photograph followed up with terms 
of the new selling policy. Other 
advertisements in a similar but: 
varied theme are now being placed 
or are in preparation. 

The topicality of the advertising 
has, we understand, helped to draw 
a swift response, and Ekco are 
already aware that no mistake was 
made in deciding to ride the storm, 
rather than to shelve their plans 
for the duration. 


—— M 


Five Sacks 
Equal One Bale 


N last month’s issue we described a 

popular baling press for waste paper 

which converted into one compact 

75 lbs. bale three large sacks full of 
waste paper. 

A larger model of this same type of 
press is now available, it will compress 
into a 190-Ibs. bale five sacks full of 
waste paper. These larger bales 
measure about 36 by 28 by 20 inches 
and are so hard and tough that they 
are far more effective as A.R.P. de- 
fences than are sandbags of packed 
earth. 

The baling presses themselves are 
simple to operate, an unskilled youth 
is well able to use them. 

In these days when sacks are scarce 
and expensive and when better prices 
can be obtained for baled than for 











‘Deferred Salesmanship’ 





USINESS to-day is different. 
Bs use whatever to pretend 

that it is “as usual" for any of 

us, We are up against prob- 
lems by the score, mostly problems 
of restriction enforced through 
authority set up by emergency 
circumstances. 

While it is a good thing, an 
essential thing, for executives to 
wrestle with these immediate 
problems in order to get immediate 
results, I consider it even more 
important that the responsible 
heads of businesses look further 
ahead and formulate plans for safe- 
guarding the future. 


Civilian Customer Is The 
Bedrock Of Business 


No one can say how long this 


war will last. Three months: three 


MS The 


years: either is equally likely. In 
"this strangest of wars" (Prime 
Minister's own expression) the 
surprise element has entirely gone. 
But in either event the main 
prop, and in the vast majority of 
cases the only prop, to industry will 
continue to be the civilian customer. 
Now and again to-day one hears 
expression of the short-sighted and 
dangerous policy, “We can’t be 
bothered with small private orders ; 
we're on government work." 
Well, for the particular manu- 
facturer concerned that may be 
alright, if he's sure he can retire on 
the proceeds. But that sort of 
thing is no good for industry 
because industry must continue and 
expand. Industry cannot retire. 
Other manufacturers complain: 
“Nobody will want our goods now; 
there's no sale for this or that sort 
of thing." 
last war 


sprung some 


pret 


Can Help You Now 


What with the petrol restrictions, the black-out and the 
general depletion of sales staffs the business man must 


turn to other means of maintaining contact with customers 


and prospects. 


Here is a method open to all: a proved 


method that in no circumstances should be neglected 


By E. SYMES BOND, 


Managing Director, The Vase Press Ltd., Thrapston and London. 


amazing surprises, especially for 
"luxury" lines, the prospects for 
which. were thought to be dead. 
Wealthy people were glad to know 
of luxuries that they could send to 
less fortunate or wounded friends. 
Many "unwanted" products became 
big-sellers. People that previously 
had been unable to afford all the 
necessaries gradually began to 
purchase luxuries. So you never 
know. 

Every missed opportunity of a 
sale to a private customer is a 
serious menace to the future of 
almost any business. When people 
get into the habit of buying from 
another supplier it is extremely 
difficult and expensive to break 
them of that habit. 

To-day firms are suffering from 
depleted sales staffs. Increased 
overheads, difficulties in production, 
petrol rationing of salesmen's cars, 
and the blackout have all had their 
damaging effects on sales organis- 
ation. 

The importance, therefore, of 
keeping in touch with customers 
and prospects by alternative means 
cannot be over-emphasised. 

What sort of alternative means ? 

Direct mail, mainly. 

A lot of business men are already 
beginning to use direct mail who, 
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This Light-Improver 
Costs Nothing 


For blacking out their windows many 
firms are using semi-stiff curtains that have 
surfaces which will take paint. If such 
curtains are painted white on the inside 
they will reflect 80% of the internal lighting 
that falls on them. Thus instead of lower- 
ing the efficiency of working light they will 
increase it. 


before the war, had never thought 
of such a thing in conection with 
their business, and they are being 
astonished at the results as com- 
pared with the more expensive 
methods of salesmanship 

They find that it brings enquiries 
that can be followed up with @ 
smaller consumption of petrol, and 
in some businesses it brings orders 
without any personal contact at all. 

But the point I wish to empha 
sise in this article is the value of 
direct mail as insurance of good- 
will, of keeping the interest and 
friendship of customers even 
though their orders may be eme 
barrassing at the moment and of 
keeping contact with them, 


Tell People, And Keep On 
Telling Them 


Tell people how you are getting 
on, and anything mteresting you 
know about your business and 
theirs. Above all, tell them, and 
keep on telling them in different 
words what you are preparing to 
do for them the moment conditions 
will allow. 


One firm I know successfully 
does this by means of a chatty. 
newsy letter, signed personally 


(NOT rubber stamped) by the man- 
aging director. This letter 1s run 
off on the office duplicator, names 
and addresses carefully matched in. 
Plenty of time is taken to prepare 
it, so that it looks well. Times ol 
issue are irregular so that it neyer 
becomes monotonous or taken for 
granted. 

Other firms weekly, 
monthly or quarterly bulletin, or, 
as it is called to-day, a News- 
Letter, a form of "contact sheet" 
popularised by a famous writer on 


political topics. mi 
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ingle sheet with a printed heading. 
gain it can be run off on an office 


ecret of the success of this form 
contact is the same as that 
hich must be observed in any 
dnd of direct mail scheme. It 
iust be kept newsy. It can still be 
he medium for putting over your 
propaganda, but the self- 
ertisement must not predomin- 
or the whole idea loses 
stige immediately, and the effort 
Il become largely abortive. 
Still another form of direct mail 
is the House Magazine. Not 
ort produced entirely for staff 
eadership; this kind has a specific 
valuable purpose, but it 1s out- 
e the scope of the matter we are 


‘houghts and 


/HEN YOU THINK 
-A NEW PRODUCT 


THEN one looks around at the 
products that have made success- 
-ful businesses in the past fifty 
$' it is seen to be obvious that a 
t proportion of them have been 
yducts that have relieved the public 
some drudgery or inconvenience. 
fis also seen that the products that 
made the most money of all have 
en inventions of simple things. Only 
iplé things speak a language that is 
derstood ‘by the masses. 

War upsets old conditions and 
ates new ones, with new opportuni- 
"and new needs, Today, therefore, 
¿above two facts are worth bearing 


intricate machines found in 
ern industrial plants are mar- 
ellously efficient. Yet they only 
y human physical powers and 
; Man himself still has the 
ly ofsdeas. Ideas are by far the 
< valuable assets a business can 
"ow company can have lots of 
ital and yet fail if it lacks ideas. 
uch less likely to fail, even with 
3S: capital, if it has plenty of ideas. 
Lean earn 4 per cent., but allied 
as it can earn 40 per cent. 


that in one factory all packing is 
er the control of a packaging 





etter is generally a- 


talking about 
produced for external circulation. 


This Business Was Built On 
A House Organ 


I speak feelingly and not without 
some experience of the House 
Magazine because this business of 
ours was built up oif a House Mag- 
azine. And when I say built up 
L mean that, literally. Through 
our House Magazine to customers 
and prospects we built our business 
from nothing to its present con- 
siderable size and annual turnover. 
The process took only 20 years. 

If any reader of BUSINESS 
would like to know what sort of a 
House Magazine achieved this 
useful result I shall be glad to send 


-J omean the sort 


The House Magazine looks best 
as a properly printed job. 
not be expensive but it's got to be 
good. It offers enormous scope for 
ingenuity and can be utilised as a 
far more valuable propagating 
medium for goodwill than many - 
business men imagine. 

Whatever plan is used, however, 
the great need to-day is to keep 
contact. Substitute some such plan 
for the ambassadorial. services of 
which the war has deprived you: 
Never let your customers and 
prospects forget your name, your 
goods and what you will be ready 
to do for them when better times 
come round again. 

Keep contact, via the mails. They ™ 
are always at your service. 


Ideas from other Executives 


staff continuously investigates the pos- 
sibilities of better and more economical 
forms of packing, crating, bundling, 
etc, the various types of the firm's 
goods. This manager told us that 
since the department was started the 
firm's costs. in the way of claims for 
goods damaged, lost in transit and 
other causes have dropped practically 
to nil also that the actual cost of 
packing materials used has been re- 
duced by about 15 per cent. This, in an 
organization employing about 2,000 
workpeople manufacturing a wide 
range of technical products represents 
a large sum in actual cash. 


LOOK AFTER YOUR 
CREATIVE MEN 


HE creative man in business is a 

man of moods. Not the film-star 

“temperamental” sort of individual, 
but a man who certainly does react, in 
one way or another, to environment 
and conditions of work. Psychologi- 
cally this is inevitable, a mind that is 
creative is sensitive: the antithesis of 
the non-sensitive mind of the plodder 
who can work along his routine course 
under almost any conditions. 

In these days when most businesses 
have suffered at least someedegree of 
internal upheaval management will be 
wise to look after their creative men. 
If make-shifts of equipment or services 
have to be bourne, if little inconven- 
iences have to be suffered make sure 
that the creative men are subjected as 
little as possible to these unsettled 
things. 

Creative men constitute the irre- 
placeable assets. of a company—the 
idea the brains. T i 
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ponsibilities, and though they may to 
some extent be spasmodic their periods 
of activity are usually conducted at. 
high pressure. They cannot help being. 
intensely affected by little things. They 

are made that way. To interfere with 
his secretarial or typing service, to dis- 
turb the lay-out of his work or to in- 
flict on him some piece of inferior 


equipment may so disturb the creative. © 


man as even to jeopardize his relations. 
with the company. 

Creative brains are at a premium to- . 
day. It is worth some trouble to safe- 
guard them and to ensure conditions 


under which they can continue to do in 


their best work. 
e 


DISSATISFACTION 
SESSION 


N idea successfully followed by an 
American company has a good deal 
to commend it. Instead of the 
usual conferences at which participat- 
ing executives. are expected to trot out 
bright new suggestions, this company, 
every once in a while, holds a "Dis- 
satisfaction" session. . This is a free- 


for-all grouse, but in particular each... 


executive is invited to air the most: 
serious snag to the conduct of the: 
business that he encountered in the — 
period under review. 

This grouse session is always pre- . 
sided over by the heads of the com- |, 
pany, and its object is invariably: 
"erousing for the purpose of recon- 
struction and improvement.” In. this 
way a mistake or a faulty method can 
never become a habit because some- 
body's grouse. will bring out. into.the 


open where the chief's authority is |. - 


available: to. approve the 


remed} 
ich is: promptly applied. 
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AGES are paid fortnightly, and 
the works is divided into ten 
. groups, one group of departments 
lhaving a ten-day period ending on the 
.. Monday. The employees in this group 
‘receive their wages on the following 
Thursday. The period of the next 
p terminates on Tuesday, employ- 
receiving their wages on the F riday, 
so on. The period is ten. working 
days, employees, working five days of 
(eight hours each per week. This policy 
^s ensures, aft even flow of work, and 
obviates peak loads in the office. 
As wages are being paid out day by 
dày, it also means that shopping by the 
employees’ families can be spread more 
"evenly through the week instead of 
being done at the week-end. 
This latter a EE is especially 
appreciated in these times of blackout 
. when wives and families want to avoid 
_ being involved in peak shopping periods. 







Identification Maintained By 
Badge Number System 


= On engagement, each man is allotted 

by the enrolment department. a badge 
number according to the department in 
which he will work, and a metal badge 
bearing that number is issued to him. 
In addition, another number is allotted 

tor income tax purposes only. The 
“reason for this latter number will be 
explained later. 

An address plate is then prepared, 

embodying the man's name, the two 
, numbers referred to above, address, 
„and in a separate panel, the. badge 
‘number, rate of pay, insurance and 
“other deductions. 

Clock cards are prepared prior to the 
“commencement of a new period, print- 
¿Ang only the man's name, address, the 
“above two numbers, and the date the 
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“pay period ends. A countéríoil is 
attached to the clock card known as the 
pay check, this being printed with the 
badge number, and the date on which 
the last period ended. The name is 
purposely omitted. This pay check has 
to be presented at the pay office on the 
third working day in the new period by 
he employee together with his badge 
evidence of his indentity, and his 
itle'to receive a pay envelope for the 
ist. period. The object of this is to 
ate- employees having to hold the 
check more than three days. At 
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This Spread-Over Wages Plan 
Eliminates * Peaks? in the Pay Off 


At Ford's Dagenham factory every day is a pay-day. 
system has two outstanding advantages: (1) It enable 
even flow of work to be maintained throughout all office 
depts. concerned with wage payments, and (2) Employ 
families, having their revenue “staggered,” 
the week-end shopping queues that occur in neighbourhoo 
where the pay-day at big works is kept to the usual Frid. 


From THE 


Ford Motor Company Lid., Dagenham 


same as the clock card, but it was found 
that having to hold the pay check a full 
period and three days in addition 
resulted in employees losing their pay 
check. 

Employees clock on when they arrive 
in the morning, and also when they 
leave in the afternoon. Employees do 
not clock on at lunch-time so long as 
they do not leave the premises, and also 
provided they have their lunch interval 
at a regular time. 

Each foreman reports daily on a 
separate form the total time on the 
various jobs by each employee. This 
report is compared by the time-keeping 
staff with the time recorded by the 
employee on his clock card. The time 
worked each day is marked on the 
clock card by the time-keeper, and also 
the total hours for the full period. Any 
discrepancy is taken up with the fore- 
man. 

At the end of the ten-day period, the 
clock cards are returned to the enrol- 
ment department. The cards are again 


Fig 1. 
Workman's Address Plate 
2092 


run through the addressing machine 
and printed with the additional infor- 
mation at the foot as to badge number, 
rate of phy, insurance and other 
deductions. The operator has only to 
watch that the badge number at the top 
of the card agrees with that at the 
bottom. As a further check, another 
clerk verifies the rates with those 
appearing on the employee's record 
envelope. The total number of hours 


"This description. was prepared by the Ford Motor 
Association's visit, before. the war; 
acknowledge the courtes: 
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are relieved from 


SECRETARY” 


or Cee i 
then multiphed by the hour 
is not done by machine, 
by the clerk or with the 
specially printed charts, 
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is just as quick as, if not q 
the procedure of passin 
machine operators. The | 
involves separate handlir g 
of calculation does not n 
machine at all, The c 
are checked by another 








clerk, 


Data For Preparing The 
Pay-Roli 


When all cards have bee 
they are passed to the punch 
department, who punch I 
embodying the following informs 

Badge number 
Income Tax number 
Number of hours 
Rate of pay (not tabulated 
Total. gross wages 
Deductions 
Net pay 
It will be noted that 
namé is not included. 
is included so that it 
ascertain at short notice 
employees on each rate of 

"The punched cards are 
separate Operators, and 
through the tabulator to 
pay roll with employe 
of badge number. The 
for each department is 
machine. The cards ar 
the tabulator a second 
machine gives a sumri 
departments, with a grand 
day. The total number of 
paid for is then agreed wi 
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er of hours recorded by he cost 





each employee, and on. 
ánalysis of the notes or cóins which 
wil be required by. the paymaster. 
This enables the latter to advise the 
bank the total number of £5 notes, £1 
notes, 10s. notes, and also coins which 
will be required; otherwise in making 
up the last few pay envelopes the pay- 
master might find himself with a 
surplus of 3d. bits, or, on the other 
hand, too many notes or half-crowns, 


department as to time costed 4rom the 
eman's reports. This is an additional 
eck to that already done by the time- 
eeping department. A tape total of 
he hours and net wages from the 
lock cards is also taken by the enrol- 
ent:department and these are checked 
th the completed pay roll. 

he punched cards are again run 
hrough the tabulator, but this time 
vith a separate connection box, which 











































INSTRUCTIONS. 













Form E103Z 
This Pay Check must be cashed by the 
dr Company, Lid. cwner. If lost the Paymaster should b 
DAGENHAM notified immediately and if it has not been 
ESSEX cached prior to the Regni payment 
willbe stepped and a new check issued 
PAY CHECK. to the loser 
This Company will not be responsible 
17 MAY 39 for the loss of pay due to the cashing of 








this Pay check when presented by wrong 
party 
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Figs. 2 and 3, Front and Reverse of Clock Card and Pay Check 
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A cheque is then drawn in favour of 
the paymaster, who obtains the cash 
from the local bank. The pay clerks 
proceed to load up the automatic wages. 
machine with the total amount of coins 
for each section. 

Pay envelopes have, in the meantime, 
been made out, printed from the plates 
with date, badge and income tax 
numbers, name and address, with the 
amount written on by hand from the 
clock card. These amounts are checked : 
independently from the pay roll to 
ensure that the pay roll, clock card and 
envelope agree. It is possible for the 
tabulator to print the amount on.the 
envelope, but it is considered preferable 
to release the machine for more 
important work. a 

The pay envelopes are then passed to 
the pay clerks, who first insert there- 
in the number of notes required, and 
then pass to the wages machine for tlie 
balance of cash to be inserted. 
notes and cash for each section are. 


then exhausted, this is evidence that ^ 


apart from a compensating error the 
envelopes have been filled correctly. 
The envelopes for each section are then ~ 
sealed and transferred to the pay boxes... 
until pay time arrives.  Self-sealing;- 
envelopes are used. 


Even Holiday Peak Loads Are 
Easily Accommodated 


Employees will only receive their pay. 
envelope on production of the pay check” 
for the last period, supported by their 
badge. It is the duty of the pay clerk 
io watch that the numbers on pay check 
and badge agree before issuing the 
envelope to the employee. ; 

The cards are punched at the rate of ^ 
600 per hour, giving a net total, after 
verifying, of 300 per hour. The tabu- 
lator prints at the rate of 100 lines per 
minute. At holiday times we arrange 
that practically all the employees receive 


Continued on Page 31. 
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Get Away Early, too 


Those end-of-day rushes which so often overwhelm the postal 
dispatch departments of many firms can be réduced by about 


* LMOST every firm is doing 
o ae everything possible to reduce the 
NS number of hours in which staffs 
must work after the blackout. The 
universal aim is to get the day's work 
finished off as quickly as possible, and 

the staff on their way home. 
While most departments in the 
average firm succeed fairly easily and 
- are getting cleared up in good time, the 
one department most often left to 
struggle along on its own, frequently 
long after the others have gone, is the 

mail dispatch department. 


Bad Organisation Is The 
| Cause Of This 


Recipient of the accumulated day's 
work from all other parts of the organ- 
isation the poor old mailing desk often 
doesn't even begin to get busy before 
the rest of the staff are thinking about 
packing up. 

Much of that, of course, is due to bad 
organisation. Two or three thousand 
statements should certainly not descend 
suddenly into mailing department at 5 

-~ pm., Batches of direct mail shots should 
not come from the publicity department 
at “about the same time. And all 
executives should not choose 5 p.m., or 
even later, as the time at which to 
sign their letters and send them down 

for posting. 

Remember this: except in the com- 

$ paratively very few modern office 
buildings equipped throughout with 
conditioned air, the blackened out office 

i is an unpleasantly stuffy place in which 
to work. Blackened-out windows mean 
an almost complete cut-off of air 
circulation. Every member of the staff 
therefore should be enabled to get out 
of it as carly as possible. — ' 


Here's A Basis For THREE 
Effective Rules 


In peace time most mailing depart- 
ments got used to doing the evening 
donkey work for all the other depart- 
ments. But some better organisation is 
wanted now. Here, then, are a few 

~ thoughts which managements can use 
— - aş the basis of some new rules. 


A ONE 


— l. Most executives dictate 90 per 
PAR TA .of their mail first thing in the 

norning, Instruct that as many of 
se letters as possible 









75 per cent. A little organization and modern equipment will do it 


lunch—and submitted to the executives, 
signed by them and sent to the out-mail 
de partinent before lunch. Make “post 
early" the rule, and enforce it. 


TWO 


2. Do not load on to the personnel 
at the mail desk the entire responsibility 
of folding, inserting and closing all 
It is but very little extra 


letters. 





CER EI 


This is a popular hand-operated 


postal 
franking machine capable of dealing with 
envelopes up to jin. thickness at a speed 
up to 2,500 an hour. For parcels, a quick 


machines work at speeds up to 6,000 
impressions an hour 


trouble for each executive's secretary 
to fold and close just those letters 
which she herself handles. But if each 
secretary does this extra few minutes’ 
work the total saving to the mail clerks 
is enormous. It enables them to clear 
their work (which means getting letters 
actually on their way to the post office) 
in about one fifth the time. 
. At 5.30 p.m. I have seen 500 state- 
ments come down from an accounts 
department, all unfolded and un- 
inserted, and dumped nonchalantly on 
ihe counter of a mailing department 
‘that is already struggling with a big 
overseas post from the export depart- 
ment. With just a little effort and a 
spirit of co-operation the clerks in that 
accounts department could easily have 
made thgir mailing ready for stamping. 
All departments, in fact, can in this 
way lighten the burden for the out- 
wards-mail clerks. Thus divided up all 
over the organisation the extra effort 
would be infinitesimal. 


THREE 


3. Having thus secured some co- 
operation in this matter of getting the 
mail ready, | another step will still 


be tvped before further speed and simplifv the iob of 





















































piety the letters, packages and p: 
away to the post office. | i 
Instal some labour saving equipme 
A postal franking machine, en “ 
small hand operated model, will fra 
your letters at a speed up to 2,500 P 
hour, EC 

Think what that means compared 
with even the best efforts of somebe 
dabbing about with postage stamps a 
a wet sponge. What's about 
maximum that can be reached by 1 
archaic method? Round about 
the postal franker's speed, E" 
the disadvantage of a much - 
attractive looking job. 

Besides actual speed the frankini 
machine introduces still further benefits. 
For example it enables a much teti 
control of postal expenditure as 
pared with the method of utilising’ 
adhesive stamps. On a fran 
machine the expenditure and ba 
hand is automatically recorded | 
remains visible at all times. Thus t 
laborious (and often impossible !) ji 
of balancing the post book is elimin Led. 

This is an economy in time and a 
cash worth closest consideration by ap 
firm. "m 

Incidentally, the value of any emw 
lopes or wrappers postal iranked, b 
not dispatched, can be recovered fi 
the post office. This fact is not gener 
known. 

The scope of the machine is 
any one of 23 values between id. ar 
114d. can be impressed at one opara 

For firms that have a big outw 
mail department there are still f 
franking machines. Run off the el 
mains the power driven models 4 
wade through batches of postings 
speed up 6,000 an hour. And al 
time you retain that same ac t 
control of postage expenditure with 
any effort of clerical labour. e. 

Such is the speed and range of # 
modern postal franking machine 
unless care is taken to avoid there 
any “bottlenecks” elsewhere to retar 
the flow of work the full benefit of 
these machines is not enjoyed. 

For example, unless the weights @ 
letters and packages can be qui 
assessed delay is likely to occur he 
For fast and accurate work 
ordinary method of weighing 
scales and of mentally working 
postage rates is not good enougl 
is not only too slow, but is extreme 
liable to errors. = 

It ts a sound plan, therefore, to eq 
the mailing department with the up 
date type of automatic scale that 
matically gives, as its reading, t 
correct postage rate of any letter 
package placed upon it. 

This is not only infinitely sp 
than the old way, but it is error-p 

If these few suggestions for spe 
up the mailing department are follow 
out it will be found that not only. 
actual cash costs reduced but there v 
result an easier flow of work that- 
do much for the greater conte 
of your staff. And this Tate $ 
a far greater value than id 
manv emplovers. ev® 
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On This Estate 
Factories are Planned to Cut Costs 


EASON for acquiring new 
premises arises to-day from one, 
or combinations, of the follow- 
ing general needs :— 

1. For room to expand the business. 

2. Without necessarily having ex- 
pansion immediately in mind but for 
the desire to  forsake  antiquated 
premises in favour of a properly 
planned factory in clean and healthy 
surroundings. 

3. To acquire a duplicate manufac- 
turing centre, as additional safeguard to 
production in the event of main factory 
being damaged or destroyed by enemy 
action. 

Management knows very well, how- 
ever, that it is much easier to make a 
resolution to acquire new premises than 
it is to decide exactly where to go. 

Change of manufacturing location is 
not a matter of whim or caprice. It 


is a major point of policy that has a 
decisive bearing on the entire direction 
of a firm's future. 





It is paradoxical, therefore, that the 
average busy executive can personally 
afford so little time, and is so inade- 
quately equipped, to investigate, pro- 
perly all the factors involved in such an 
important matter. 

It is with this consideration in mind, 
therefore, that we paid a visit to the 
Barnet by-pass estate of John Laing 
and Son, Ltd., at Elstree. We wanted 
to see what the estate offered in the 
way of location, in the way of types of 
factories, and in the way of time-saving 
facilities offered by the estate managers 
to the business man. 

We selected this Elstree estate be- 
cause of evidence reaching us that this 
particular location is being favoured by 
many well-known manufacturing con- 


cerns, amm gary new industries as 








xS oca 
en - 





This is a typical example of the small modern factory planned and built 


to give every possible aid to economic production. 


Factories of this type 


can be either bought or rented 


well. It seemed to us that if movement 
in this direction was so marked, there 
must be good reason for it. 

Taking the factors in order, we will 
deal first with location: 

The Laing estate, a 500 acre bloc, is 
but eleven miles out from Charing 


Two interior views 
of the Estate fac- 
tory of a well 
known firm that 
manufacturers sup- 
plies used in prac- 
tically every office 
Left: the entrance 
vestibule, with 
"phone switchboard 
room on one side 
and waiting room 
on the other 


VEL LE 


Cross. On one side it is bounded by 
the Barnet by-pass that leads from 
London direct on to the Great North 
Road. On the other side, but a few 
rods distant, is Elstree station on the 
L.M.S. main line. ` 

Thus in the vital matter of main 
road and rail communication it is 
admirably served. 

Though so close to London however, 
Elstree, first exploited by the British 
film industry, is to all intents and pur- 
poses, “out in the country.” Round 
about 400 feet above sea level, it is in 
clear, healthy air and is open to grass 
and green trees. 

These little matters of elevation and 
open space are by no means inconsider 
able. The experience of firms already 
settled there point to the fact that in 
the heat of summer the more bracing 
atmosphere of Elstree assists the 
general output of workers by as much 
as 15 per cent. In fact as an average 
for the whole year it is claimed that 
an improvement of from 5 to 10 per 
cent. is noticed out here as compared 
with output obtained in crowded town 
centres. 

Continued on Page 30, 
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Right: Shows the 
intertor of the fac- 
tory. Note how 
the lay-out pro- 
vides for the easy 
arrangement of 
any plan of 
broduction 
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Write for full particulars or Free Demon- 
stration at your desk without obligation 


For recording telephone conversatior 
room conferences, minutes 1 
meetings, etc., use the TELEDIPHONE 





THOMAS A. EDISON LTD., VICTORIA HOUSE, SOUTHAMPTON ROW, LONDON, W.c.! 


Telephone—HOLBORN 9988 - Branches and dealers in all principal cities 
~~ 



















































ises * Business’ 


OQ all business men doing an export 
“trade while the country is at 
war, the question of adequate 
tisfactory insurance is of vital 
ance. 

are two methods of covering 
risks of the various marine 


ce separately with differ ent 
anies or underwriters the 
r Risk (which includes damage 
mines, etc.) and the Marine 
k (which covers ordinary perils 
the sea). 
wer both the Marine and the 
Risk with the same company 
of underwriters. 


se Things Are Mysteries To 
UT he Business Man 


der the first method difficulties are 
to arise in the event of the vessel 
g "missing." There will arise 
question: how, and under what 
mstarices did she "disappear" and 
ecome accounted a loss? Was 
ss due to a marine or to a war 
nd as the onus is entirely on 
y-holder to prove his loss, and 
fe of it, the matter obviously 
with difficulties. 
average business man, in war 
«hardly in a position to ascertain 
hat happens to a lonely vessel 
high seas. 
ing the last Great War, with no 
ent to serve as a guide, many 
ss men followed this first course 
rocedure. As a result, there 
éd endless delays, worries over 
comiplications, and formidable 
al sacrifices to the insurers who 
not specifically prove their losses. 
ase is quite easy to understand 
‘qs realised that, in the absence 
oof either way, neither the Marine 
‘War Risk underwriters would 
e loss under the circumstances 
h each was individually con- 
The net loser in such cases 
urse, the unfortunate assured, 
ness man. 
T compromises of a 
ere arranged. But compromises 
pute are always difficult to 
-The negotiations are usually 
and, where they involve legal 
ngs, are expensive — and 
too. 
ofall the other difficulties 
ading tinder war conditions the 
man | does not want these 











se ond ekod therefore, is 
e one to be adopted where- 
e, ever Slough it may mean 


‘and they can be replaced. 


INSURANCE CONSULTANT 


YOU ARE ADVISED not to delay your precautions until 
serious air-raid occurs because, if this does happen, the rates 
quoted here as available now will immediately be at least doubled 


Experience has proved again and again that whenever catastrophe occurs the 
subsequent rush to insure inevitably sends the premium rates soaring 


By having a policy the underwriters 
of which carry at the same time the 
assured's Marine and War Risk perils, 
any difficulty over a subsequent "loss," 
the cause of which is unidentifiable as 
either, is completely obviated. The 
business man is relieved of his worry, 
delay in settlement, and possibly heavy 
financial reverse. 

This same principle of comprehensive 
cover can also be applied. to other 
insurable risks. 


For example, policies covering fire 
risks and those covering actions by 
riot, etc. 

In a great many cases serious fires 
have occurred where it has been doubt- 
ful whether the loss happened as the 
result of an ordinary fire or whether: 
it was caused by rioters or strikers. By 
having these risks insured. by the same 
company or underwriters, the cover, 
either way, is complete. 


€ 


Insure your Key Men 


Against the Enemy 


IRMS throughout the length. and 

breadth of the land have taken 

precautions to safeguard them- 
selves against as many risks as possible 
in regard to damage to their buildings 
and plant. 

Machinery and premises are insured, 
New plant 
and new premises, however, are no 
more important than the kev executives 
and operatives whose brains and skill 
run the business. What about the 
replacement value of these vital men? 

It is true that monetary compensation 
cannot re-instate a key executive who 
may unfortunately be killed by enemy 
action against your premises. But, and 
this particularly in the case of the 
small firm, substantial monetary com- 
pensation can go far to tide over the 
loss of a vital man while a replacement 
is being installed. 

For example, supposing a key man in 
a small concern were involwed in a 
fatality the next best man to him in the 
organisation may be promoted, or a 
capable outsider may be found. 
no promoted’ man or, still less an oüt- 
sider, no matter how qualified, could 
immediately step in and function. with 
the same value to the company as the 
forme whose brain was locked 


But 


case of very large concerns where 
knowledge and. responsibilities are 
wider spread and understudied. Though 
even here, in the case of very specialised 
executives of top rank, the matter is 
of grave importance. 

But in small firms individual key men 
are the life blood of the business. The 
sudden loss of any one of them may 
be a very serious blow that has an 
immediate effect in the way of jeop- 


Continued on Page 31 













PENCILS 


VENUS PENCILS are 
incomparably smooth and 
long lasting, their standard 
of quality never varies. 
MADE IN ENGLAND 
KNOWN THROUGHOUT THE 


Tf you have any difficulty 
in being supplied, write 
direct to the address 
below for. sample, stating 
which degree you: refert, 











*1 WAS ALWAYS TIRED 
AT FOUR O'CLOCK 
UNTIL | HAD THIS 
LEABANK CHAIR’ 


. 
For full particulars 
and Catalogue please 
write to Leabank | 
Chairs Ltd, 13 P 
Imperial Buildmgs, 
56 Kingsway, 
London, W.0.2 





OVERCOATS 
| FOR LADIES and GENTLEMEN 


| If dressing well and the acquisitio 
| you, then you shouldn't 
| replenish your wardrobe. 


miss this 
Amongst thi 


| of Overcoats—so much reduced—you 
match quality with an economically 

| The Studington high standard of Styl 
Tailoring, for which we are justifiably 
unchanged, only the prices are reduce 
STARTS MONDAY, JANUARY 1st 


. to remember, 


| date .. 


famous, remains 


onwards 





argains interest 

opportunity to 

selection 

will be able tf * 

attractive price, 1 
Materials and 


hu ide 


l| THE SALE 


It's a 


STUDD...MILLINGION & 


25. SAVILE ROW. Wi 


67- 69. CHANCERY LANE. LONDON. W.C 2 








For Your New Records . . the 


ROBIN Looseleaf 
Book System 


In the last few weeks there has been a 
big demand for ROBIN Looseleaf Books 
because they provide such a simple, efficient 
and economical method of keeping records. 

Indexing is easy. Reference is as simple 
as to a diary. Leaves can be inserted or 
removed in a few seconds. The books are 
compact, durable and moderate in price. 

In ten standard sizes which can be delivered 
from stock. 


ORDER A ROBIN BOOK ON 7 DAYS 
APPROVAL 
ROBIN BOOK, 5 in. by 8 in., in 
full maroon buckram, with A—Z 
index, and 100 leaves ruled feint, 
cash or double ledger (please state 
which required) 10/6 post free 
or bound half maroon pigskin 
14/3 post free 


W. RUDDOCK & SONS 


Looseleaf Book Manufacturers 
LINCOLN 
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OF ANY DOCUMENT, DRAWING, 


in a few minutes in your own Office 


NO DARK ROOM 
NO FOCUS 

NO SKILL 

SAVES CHECKING 
SAVES ERRORS 
SAVES TIME 
IDEAL FOR A.R.P. 


British Patent 
Foreign Pending 


* >t >t >t ot OF Ot 


Ruthurstats are used by leading Banks, 
Insurance Companies, Engineering, and 
Heavy Industries. As a general utility 
unit it is unsurpassed, but do not forget 
its immediate use for A.R.P., for copying 
those irreplaceable documents. Full 


to 42h 


range of sin 


Sole Manufacturers : 6 months tracing 


RUTHURSTAT LIMI 


HOLBORN 4737 





X32in. Engines 





____= This {Apparatus gives||you | 
PHOTOGRAPHIC COPIES 


BLUE 


PRINT 


100%, British 
Manufacture 


The Ruthurstat Electro-Copyist 


Models 
ng Model 


10 hours typing reduced to 30 minutes 
reduced 


to 2 weeks 


TED 


12-13 ASTOR HOUSE, ALDWYCH, LONDON, W.C.2 


—_ 





- Albans, which is within easy reach on 
the L.M.S., is an additional labour 
























































pecial needs; 
| factc slightly adapted to 
eeds; or (c) a standard modern 
ust as it stands. 


Tchitects who. collaborate 
ook after all these details. 
le short article. it. is of 
ossible to go into details of 
particular needs in.the way 
y construction. But from the 
"by far the majority of manu- 
g concerns find the standard 
z irably suitable it can be 


ranted. that these are well. 


dwell built. Confirmation 

point can be drawn from 

that, in the case of rented 
ories, ownership of these remai 

gs and consequently. Laing's 

retain responsibility for 

ell being and the maintenance 

structure. This is a reassuring 

stance the value of which will be 


mple clear 
ceit 
able of quick, cheap expansion; 
vant land on which any necessary 
2 can be. made; and they 
good heating and power. 
stories are all planned and 
these specific needs.in mind. 
such assurances before him, 
usiness man next wants to know 
ing about cost, The cost of 
aldesigns we cannot, as we 
| now, go into here. But for 
pe factories cost depends, 
‘on size. 
example, a ground floor factory 
a two-storey office block) of 
sd. ft. on land of 43,560 sq. ft. 
-T acre of land), for purchase 


ESS depends upon 
L EFFICIENCY 


raining and stimolation are the key- 
“a successful business career. Relaxa- 

| just as important as concentration. 
w any of these books for two weeks at a 
ion of their cost under our FORTNIGHTLY 

















j 0d. (Full purchase. price, 6/60). 
RE YOU YOU? by Franklin C. Leavitt, M.D. 
A i cok can revolutionise your life. 
/6d. (Full purchase price, 8/-). 
Sicby Col. Wm. C. Hunter A 
rath, Humour: and. Help. LOAN 
Full purchase- price 6/-). 
SE A P.O, with confidence, All. books sent 
post paid. “Wide range of subjects under our 
LOAN PLAN. Lists FREE on request. 
"ECONOMY EDUCATOR . SERVICE, 
ept. B, 1 Glenside, Plymouth 





it the structures to 


outright, costs about £9,000 freehold 
and this includes road costs, and also 
all services connected. 

To rent the same factory and the 


extra land would cost about £800 per 


annum, exclusive of rdtes. 

Smaller factories can be rented as 
follows :— 

Over 10,000 sq. ft. floor area, 1/3d. 
per sq. ft. per annum; Over 6,000 sq. 
ft. floor area, 1/4d.; From 4,000 to 
6,000 sq. ft. floor space, 1/5d. 

The above figures are approximate, 
but they are accurate enough for a 
pretty close guide. 

Rates, electricity, gas and water 
show a distinct saving on the equiva- 
lent charges that have to be carried in 
big town areas. 

Labour, of course, is important to 
all manufacturers. Laing's estate is in 
a happy position. The old established 
‘twin townships of Elstree and Bore- 
ham Wood, with a population of 7,000, 
provide a good supply of labour of all 
types. So do Barnet (2 miles) and 
Watford, which are connected with the 
Estate by direct bus routes. St. 





source for engineering firms. 

The northern suburbs of London 
(Edgware, etc.) are within easy bus 
and underground ride. A bountiful 
supply of labour is available from 
Burnt Oak, Edgware, where the Lon- 
don County Council Watling Estate has 
a population of 20,000. Mill Hill 
Station L:M.S. is within a few minutes’ 
walk of the Watling Estate, and the 
return fare to Elstree L.M.S. is only 
44d. 

In addition, an interesting develop- 
ment is the rapid progress being made 
with the erection of 1,800. houses on 
Laing's estate itself. 

To manufacturers there. is great 
advantage in having employees living 
so near at hand. The avoidance: of 
long journeys to and from their homes. 
and the fact that they can easily go 
home for a good meal at mid-day 
assists to keep employees well and to 
prevent their suffering fatigue at their 
work. s b -I 
Considering all the points of this 
Elstree estate, plus the very wide o 
advisory and other services provided by => 
Laing's;it is not difficult, therefore, to 
understand the fast growing popularity 
of this particular location. 


Firing Responsibilities Cuts Costs — 


Continued from Page 11 


that each manager knows just how 
much money he can spend each 
month. 

The waste control division 1s set 
up as a function of the staff super- 
intendent. It is one of those 
functions which can be performed 
better under centralized control 
than if scattered throughout the 
departments, some of which are 
not large enough to justify keeping 
a man in charge of waste. 

The staff superintendent, through 
the manager of the waste control 
division, sets up budgets on both 
natural and defective waste for the 
various products in each of the 
manufacturing divisions. 

This division also inspects the 
plant for cleanliness. and makes 
weekly reports on the conditions 
it finds, copies of which go to the 
foreman concerned and the produc- 
tion superintendent. 

The problem of packing for dis- 
patch and of packaging fer display 
and sale is important. We have a 
packaging manager who devotes 
his t:me to devising packages, 
bundles, crates, etc, which will 


packaging materials, and he has to 
work to the budget like everyone .. 
else. oe oe" Ho 

The responsibilities of all ques- 
tions of packing and packaging rest 
on this manager... 

Altogether, our plan is a simple 
one, but it has definitely proved... 
that fixed responsibility removes. 
90 per cent. of alibis, misunder- 
standings and delays. Our organiz- 
ation works more smoothly, there- 
fore at less cost, and the customer 
gets quicker and better service. 











CHANGE OF ADDRESS 


DEFINITIVE ACCOUNTING | 
LIMITED 


S. & R. 
<DEFINITIVE GT. BRITAIN> - 


LIMITED 

























42 CHESSINGTON AVENUE 
LONDON, N.3. 


Telephone : FINCHLEY 6888 





Full Particulars on Request 








E "card the amounts to be deducted. 





a pay envelope irrespective of when 
their period ends. This means we have 
to cater for a peak load at these times, 
but the use of punched card equipment 
and the speed at which it operates 
-enables us to perform the work without 
additional help and without disturbing 
the remainder of the office routine, 
except that we have to draw on the 
ff outside the pay office to assist in 
out the envelopes. 
e punched cards are also used to 
w the total number of hours worked 
y an em] loyee in each year. All 
fhe serve 1,600 hours in a 
itled. to a bonus of £5 for 









A one time we experimented with 
“permanent deduction cards, but it was 
found preferable to re-punch into each 
It 
will be seen that the deductions are 
limited to insurance and contributions 
to the: annual subscription. for use of 
the company's sports club. 









lip in the pay 
advising the employee how 
amount is computed, because, as 
will be seen; we have no. complicated 
system:of bonus payments, All employ- 
;ees-are-pa flat rate per hour, and 
for the actual hours worked. Employees, 
therefore, have no difficulty in checking 
the accuracy of the amount paid. In 
the event of any query from the em- 
ployee the necessary information is 
given to him. 

A.return of wages has to be made 
each six months to the. inland revenue 
authorities. The purpose of the income 
tax number is to enable the punched 
cards to be sorted according to income 
tax number, so that:a tabulation can be 
produced giving the amount of wages 

«paid to each employee for each period, 
© with a total for the half year. This 
total is then recorded on the income 
tax forms. 








po pa po pe pe pe DO pa 






Continued from Page 24 
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It will be realised that it is not 
possible to work on the badge only as 
an employee may change from depart- 
ment to department, and in this case his 
badge number would change also. In 
many cases the employee takes a 
number which has previously been in. 
use by another employee. The employee: 
himself, however, is not concerned in 
any way with the income tax number. 

The income tax forms are listed from 
the address plates, with badge number, 
income tax number, name and address 
—in 2 lines. This accounts tor the 
repetition of numbers on the plate on 
line 2. Cut-out pads are used when. 
unnecessary information has not to be 
printed. 

The system has been designed to: 
eliminate all unnecessary clerical wor 
and also limits the scope of a partic 


to do with co pu 
worked, or ih 


independently i 
is rendered possi 


Insure your Key 
Continued from Page 28 


ardising at least some part of the cases could 
undertaking, 

To meet this important need, ther 
fore, special insurance policies - have 
been made to cover :— : 

(a) "Personal injury (including 
death that may result therefrom 
within 3 months) by bombardment 
or by aircraft, hostile or otherwise, 
including bombs, shells or missiles 
dropped therefrom or discharged 
thereat, excluding persons employed 
in dockyards, aerodromes or other 
military “objectives, any branch of the 
armed forces, and persons employed 
whole time in civil defence.” 

(b) Death only. 

The exceptions obviously concern 
only a very few of the readers of 
BUSINESS, but special cover in some 


are iS, or in i fire 
the like. 
These rates, and 
have been gi f 
attractive; but emp 
pis should. here he 

‘would imuned 

nsiderably . . 
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Cash Registers, Coin ‘Changers, Wage Payers, Cashiers, Calculators, Time Recorders, 
and All Business Appliances, Adding Machines and Duplicators HIRED AND REPAIRED 


THE MAIL OPENED 
NO-MORE IN. QUARTER 
ERROR TIME 
LINE GUIDE R 
COPY- n; busy office, no torn 
HOLDER : cheques, etc. 
saves the E 25, post free. 
typist's time i i 
and your 
notepaper, 
Tap the leyer 
and the tine 
guide moves 
down. 
Price, as 
illustrated, 
Ohne 
And cheaper 
model,  21/.. 





THIN EDGE ERASER 


Acts like propeller pencil, always clean and | 
sharp edged. Best quality nickel plated, 2/6. 
2nd quality nickel plated, 1/2. 
Refills 1/6 per dozen, 


SPECIAL OFFER 
NEARLY NEW 
Ledger Posting, Book-keeping 
.and. Accounting Machines, 
Loose Leaf, Fanfolds, or Book . 
Writers, with or without 


Adding and Subtracting of all 
makes, at bargain prices. 


CO: > 
lso for ordinary numbers, decimals, ete, 
electrice models. with or without 
ide paper carriages. 
‘Office can afford to be without one. 


ROTARY CALCULATORS ALL MAKES 
FROM £10 10s. 


For ali calculations. 
Multiplies, divides, 
adds and subtracts 
in 1/10th time taken. 

so "mentally 


Tens transmission in 
all dials from 
£29 10s. 
Write for details. 





NO MORE ERRORS—JUST. USE 
THE GUARANTEED ADDOMETER 
Rapid Automatie Addition and 
Rests flat on the boc 
Moreen money. $ 
Feet and inches, e 


FOR POCKET 
OR DESK 
So Simpie Any- 
one can use it. 


THe BiJ0U QUIET PORTABLE 
ss and light touch are real aids to and 
while its “compactness, lightness, re- d a 
utifül work make it THE BEST. 
tow standard keyboard, complete in 
Weight 8 Ih; nearly 2 Ib. lighter than 
all other bank portables.) 


1i 14s; 0d., 
muk. models from 





ie in ease. 
Lass 
UD BY USING 


1i eh Hes 


v 
USE ORDINARY STAMPS & 
SAVE 80%, IN POSTING TIME 


A 
‘SAFEGUARD " z And let your business-getting letters look 
THE BEST ` eS e like personal letters with actual postage 
HEQUE 1 stamps by using the TAPPIT stamp affixer. 
TECTOR Cheaper and quicker than a post marker, all 


à. 1 sto s fixed, chee 

by lending Banks and firms. Do you realize ps Ae Oe one can and 
‘altered cheque is your own liability— f Price £5 58 
Great Bargain £10 18s. each. : 


| makes of Cheque Writers at 
If usual prices. Ask. for list. 
BARGAIN 
OFFER 
Fire-resisting and 
Vermin-proof Steel 
Office. Cupboards, 
finished art green, 
lever Jock, dupli- 
cate keys. 


post free. 


wW hen ordering state for what purpose required. 
Also a cheaper pocket Adder for ordinary figures 
and Indian money, in case. 30/- post "free. 


and counted in one 
guaranteed. 


AUTOMATIC SELF-SEALING GUM- 
MING PENCIL. Very useful for desk, 
applies liquid. gum to papers. 1/8; 
ost free, Similar Article in Rubber 
o0 Apply moisture to stamps and 
gummed paper, envelope sealing, efc., 


post free. 
BARGAINS in FILING. CABINETS 
PRESERVE y-—— 


YOUR LETTERS 
and Records . from 


^v NIQUE 
Swinging & 
Detachable 


ipi ud 


LETTER TRAY SET 


aid to ~ = 3 
efficiency. = 1/6, 


F’scap siz 
1/6 


per tray. 
extra. 





A big 


All trays lift 
S off, are 
interchangeable 


e, 18 in. de 3 
" 1 ep. $wing out 





illus- £5 


i "Carriage paid: 
ther sizes in stock. 


Sj -F. - 
Light or Dark Oak 


way, leave desk 





“quite clear. 








Number of Trays per Set. 
4 Trays 3 Trays 2 Trays 
38/6 33/6 29/6 
Real Mahogany 50/- 45[- - 4[- 
Steel, Fshd. Art Green 50/- 40/-. 


faterial of Trays: 


Complete: with post 
and fitting for wall 
or desk. All inland 

carriage -paid, 
Approximate internal 
M ev di 


- Vertical 


Running 
CABINETS 


_ 4 drawers, 4to, from 
£4 195 T 














OFFICE EQ iPMENT 











TRADE MARK 


BLACK-OUT BLINDS 


The most important necessity for 


CIVIL DEFENCE 


Approved by Government Departments; 8-ply con- 
struction makes them water, wind, and tenr-proof 
—absolutely opaque. Cheaper and more effective 


than: ordinary air-raid blind materials—for any type 
of window. 
Write. for booklet giving full details, sampie and prices to— 


J.H. EN S" SON, LT | 


oe Bstablished 


ALDWYCH HOUSE, LONDON, W.C.2 


e Tel. Holborn Baan as Hevea). Gn aras. Brickwork. Bstrand, London 


ped beta CABI NETS 


BRAVON 


ALL- -STEEL 


CABI NETS. 


size 
SOM IB” x 127 


. For Agpount 

“Books, Weceords, | 
Documents, &o. 
MODEL “CY 


42/6 


Carriage Paid 
Send for complete | 
List Free | 


| BRAVON OFFICE EQUIPMENT Co. | 


56 Southwark Street, LONDON, S.I 
"Phones: Hop 2158 and 2159 































OFFICE EQUIPMENT FOR SALE 





'A Large . Selection of — Ex-Government 

OTHER STEEL AND WooD OFFICE FURNITURE, 
CLUDING FILING , CABINETS, DESKS, 
(CABINETS, ETO. , Also: Plan Cabinets, New 
“SECONDHAND, AT LOWEST PRICES— WRITE FOR 
CATALOGUE, THR MISCELLANEOUS TRADING CO., 
LTD., 134/5 Hien HOLBORN, "W.C.1. HOLBORN 4894." 


IN- 


2 EGRY COM-PAK, cont, invoice mach, 2 EGRY 
HADI-PAK conb. memo. mach, 1 Gestetner dupli- 
cator. hand or*elee., t two value MULTI-POST 
Franker. 1 ORMIG-COPTER, 1 VELOS let. open. 
1 STROM system. 1 HALSBY cheque writer. 
Box 508, BusrwESS,  Whüitefriars House, 
Street, E.C.4, 






E ———————À 


MISCELLANEOUS 


The «Proprietors. of Letters Patent Nos. 
413,205, 431,623 and 431,627 
LATING MACHINES are desirous oi entering into 


351,216, 


negotiations with interested parties with the object i i 


Of granting licenses. on reasonable terms for the | 
purpose. of exploiting the patented inventions and 
ensuring. “their full. commercial development and 
pragtical working in this country. Engniries to be 
addressed: "to Cruikshank & Fairweather, 65-66, 
Chaneefy- Gane, London, W.C.2. 








MONTREAL 
TORONTOT 
WINNIPEG 


SISATKRAFT | 





and | 


CARD ÍNDEX | 
AND | 


Talis | 


relating to CALCU- || 








FACTORY LADDERS 


BEATTIES 


po —  !—— — 
ALL-STEEL-ALL PURPOSE 
Folding Factory Ladder 


i 
Very strongly constructed, folds compactly anii 





is light enough to carry like a suitcase. re 
for travelling teebr ns with a Car, ang 
factory, store oF office use in confined rennet 
Can be erected in a few seconds “and js pa 


tieularly suitable for fire or A.R. P, evacuation, 
where a rapid exit is esaenti al 


BEATTIES of SOUTHGATE 


11 Tudor Way, LONDON, N.14. 


use, 
Satety Ho Palmers Green 6801. 





OFFICE FURNITURE 





Tel. MANsion House 0188 Est. 1825 


A. HUNT & CO. 


3 BULL'S HEAD PASSAGE 
GRACECHURCH ST. E.C.3 


BANK and OFFICE FITTERS 


JOINERY MANUFACTURERS 
ELECTRICAL CONTRACTORS 
and SANITARY ENGINEERS 





“CLASS IFIED. ADVERTISEMENTS. 


RATE—2/ /6 a line (average 7 words to a line). 
Minimum 3 lines costing 7/6; each additional line 
or part of a line 2;6, Box No. counts as one line 
and is to be paid for; replies are forwarded free 
of charge; 21^, discount for 3 insertions, 5%, for 
6, 10", for 12. Payment with order for single 
insertion. Display panels 24/- per single column 
inch. Discounts as above. Special rate for 
"Appointments Wanted"; 3 insertions for the 
price of 2. 


| @ Opportunity is a timid fellow. When 
| he does come to our door he knocks 
| but once—and faintly at that. There- 
| fore, it behoves us ever to be on the 
watch for 
| Columns of Business form a really 
| excellent place in which to keep such 
| a watch. For the many small adver- 
i tisements here contain amongst them 
| a wealth of opportunity. All are 
| worthy of your attention, for who 
| knows—there may be something in 
| this vere 
| you. 
i 
i 


eye on the Classified Pages of Bust- 
N 





| Staff 


He knocks but once! 


him—and the Classified : 


issue of direct interest to | 
So follow the lead of the know= 
ledgeable ones by keeping a watchful 


Sooner or later you'll be glad ` 
i| you did! : 
























ROAD TRANSPOR 


| TRANSPORT SPECIALISTS 


Consult us with your 
Haulage Worries 


London and Birmingham 


E. A. HELLMUTH, LIMITED 
| KENNETH COURT 
KENNINGTON: ROAD 


: SET 
Reliance 3877-8. 


AIR PURIFIER 








OZ0NOL LABORATORIES osm 
New Wharl Road, LONDON, Mi 








Time Cheoking “and deb 
Hecorders (all ma. i 
eondition.—- Write 
Whitelriers House, 


RENEWED 
YOUR | 
ADVERTISEMENT 


? 


* 








CONTINUITY BRINGS. 
RESULTS 


————————— 











Tepmontos 
VANCOUVER | 














This Factory on Elstree Way occupied by Messrs. F. Bender & Co. Ltd. 


OTHER FACTORIES ACQUIRED BY 


MESSRS. YARDLEY & CO., LTD. -- PERFUMERY MANUFACTURERS 
ROYAL NATIONAL LIFEBOAT INSTITUTION — MAINTENANCE OF LIFEBOAT ENGINES 


MESSRS. CARIBONUM LTD. — TYPEWRITER RIBBONS AND CARBON PAPERS 
MESSRS. KAUTEX (PLASTICS) LTD. — EXPANSION JOINTING 
MESSRS. BABCOCK & WILCOX — ENGINEERS 


and numerous other firms of high standing 
OTHER FACTORIES READY FOR CCCUPATION (VARIOUS FLOOR AREAS) 


LONDON’S FINEST FACTORY SITE 
WITHIN 11 MILES OF CHARING CROSS 
TEE 


LAING STATE 
EB ad p b.c |. 4 Y d 
E * "A 1 aux» Bs 
E L * T i$ E E 
ONE MILE FRONTAGE TO BARNET BY.PASS 
PUBLICITY ON BRITAIN'S MOST IMPORTANT ARTERIAL ROAD 
130 ACRES OF FACTORY LAND FACTORY SITES AVAILABLE AT 
A GOOD HOUSING ESTATE FOR MOST REASONABLE PRICES 
WORKERS ADJOINS HEALTHY SURROUNDINGS 


CHEAP ELECTRIC POWER QUICK ACCESS TO ALL PARTS 


Write for full particulars, both of Land and Factories ready for occupation 
TO ANY LEADING FACTORY AGENT OR TO THE OWNERS: 


JOHN LAING & SON Ltd.. LONDON. N.W.T4 Phone: mitt HILL 3242 (8 lines) 











SON LTD., The Carlton Press, Chesham. 
"Phone: Central 9591. 










































































































































































DILUTION 


as What to do Now to Prepare for it 








66 Conséqueatial Less 
Vital NEN Factors that. Affect. your. Insurance 


pee econ P 


TRUTH ABOUT THE HOME MARKET - 
How It Really Stands To-day : Special Survey 





How You Can 


Reduce Your Production Costs 


By Using a Combined Power and Heat System 





A[CS. SYSTEM THAT BUILDS SALES 
: By Showing which Lines Make Most Money 












OFFICE EQUIPMENT 


. SISALKRAFT. 


TRADE MARK 


BLACK-OUT BLINDS 


The most important necessity for 


CIVIL DEFENCE 


Approved by Government Departments; 6-ply con- 

struction makes them water, wind, and tear-proof 

—Rabsointely opaque. Cheaper and more effective 

than ordinary air-raid blind materials—for any type 
of window. 

Write for booklet giving full details, sample and pricas to— 


| J.H. SANKEY & SON, L? 
Established 1857 
61 ALDWYCH HOUSE, LONDON, W.C.2 





Tel, Holborn 6949 a4 Jines). 


7 STEEL CABINETS 


_Grams Brickwork, Estrand, London 





BRAVON N | 

ALL-STEEL | 

CABINETS. 
size 

98" Xx 18" X 19" 

For Account 


Books, Hecords, | 
Documents, &e. 


MODEL “e” 


42/6 


Pius 1097 
Carriage Paid. 


| 
| BRAVON OFFICE EQUIPMENT Co. 






[56 Southwark Street, LONDON, S.E.l| 
i Hop 2158 and 





"Phones: 




















ROAD TRANSPORT 





BEATTIES | 


SS 
ALL-STEEL-ALL' PURPOSE 
Folding Factory Ladder 


i 
Very strongly constructed, folds alg aan 
is light enough to carry like a sui ice is der 
for travelling teehnicians with & iu Vico 
factory, store or office use in eon E cem 
Can be erected in a few pud poa d 
tieularly suitable for firé or A i 
where a rapid exit is égsentia 


BEATTIES ot SOUTHGATE 


ay, LONDON, N.14. 


1 Tudor W 
Safety House, 1 Palmers Green 6801. 





OFFICE FURNITURE 





Tel. MANsion House 0188 Est. 1825 


A. HUNT & CO. 


3 BULL’S HEAD PASSAGE 
GRACECHURCH ST. E.C.3 


BANK and OFFICE FITTERS 
JOINERY MANUFACTURERS 
ELECTRICAL CONTRACTORS 
and SANITARY ENGINEERS 








TRANSPORT SPECIALISTS 





Consult us with your 
Haulage Worries 





London and Birmingham 


E. A. HELLMUTH, LIMITED 
| KENNETH COURT 


KENNINGTON ROAD 


S.E.11 
Reliance 3877-8. 


AIR PURIFIER 


OZONOL AIR PURIFIER 
PROMOTES HEALTH 


During the winter months, 
when windows and doors 
are shut and ventilation is 
reduced. — you — ean--with 
OZONOL AIR PURIFIERS 
—still keep all parts of your 
premises sweet-smelling and 
germ-free, 

OZONOL is a powerful 
germicide as well as being 
invigorating and health-giving, and its fragrant air 
is an incentive to clear thinking and hard work. 
OZONOL Air Purifier 2/6 De-Luxe Model 4/6 
Postage 6d. 























CLASSIF] ED ADVERTISEMENTS 





OFFICE EQUIPMENT FOR SALE 





“A Large Selection of Ex-Government 
OTHER STEEL AND WOOD OFFICE FURNITURE, IN- 
CLUDING FILING CABINETS, DESKS, CARD INDEX 
CABINETS, ETC. Also Plan Cabinets, NEW AND 
SECONDHAND, AT LOWEST PRICES.—WRITE FOR 
ÜATALOGUE, THE MISCELLANEOUS TRADING CO., 
LTD., 134/5 'Hreg HOLBORN, W.C.l. HOLBORN 4894." 


U^" OFFICE EQUIPMENT WANTED 


mamanman aU 


Wanted. Universal All-Wave postal franking machine; 
Adrema or  Aüdressograph apparatus with plate 
Stamper; and Executive Protechnie Kdiphoue. AN 
secondhand, Telephone: Chiswick 6440. Extension 18. 





MISCELLANEOUS 





. Channel Islands, Weil known agent would represent | | 






manufacture 
send bi spresentatives over during the war. Box 
vo. 508, BusINESS, Whitefriars Honse, Tallis Street, 


with accounts here who are unable to 














MONTREAL 





TORONTO 





WINNIPEG 





and 


is | a wealth of opportunity. 
Miri —— | 


I 
| 
| | you did! 


RATE-—2/6 a line (average 7 words to a line). 
Minimum 3 lines costing 7/6; each additional tine 
or part of a line 2/6. Box No. counts as one line 
and is to paid for; replies are forwarded free 
of charge; 23% 4 discount for 3 insertions, 5%, for 
6, 10% for i2. Payment with order for sin£le 
insertion. Display panels 24/- per single column 
inch. Discounts as above. Special rate for 
"Appointments Wanted"; 3 insertions for the 
price ot 2. 





He knocks but once! e! 


| € Opportunity is a timid fellow. When 
| he does come to our door he knocks 
but once—and faintly at that. There- 
fore, it behoves us ever to be on the 
watch for him—and the Classified 
Columns of Business form a really 


iy excellent place in which to keep such 


| a watch. For the many small adver- 
tisements here contain amongst them 
All are 
worthy of your attention, for who 
knows—there may be something in 
this very issue of direct interest to 
you, So follow the lead of the know- 
ledgeable ones by keeping a watchful 
eye on the Classified Pages of Bust- 
NESS, Sooner or later you'll be glad 



















OZONOL LABORATORIES (1930) LTD. 
New Wharf Road, LONDON, N.1 
‘Phone: TERMINUS 3727 
TIME RECORDERS 
Time Recorders and Electric Clocks. We have 


new machines of all systems in stock; rebuilts at half 
price, fully guaranteed. Supplies, repairs.—Time 
Recorder Supply & RS Co. 159 Grange 
Road, London, &.E.1 


Stat Time Checking and “Job Costing Time 
Recorders (all makes) for quick cash sale, exceptional 
eondition.—Write ''Betareol", Box 345, BUSINESS, 
Whitefriars House, Tallis Street, E.C.4. 








RENEWED 
YOUR 
ADVERTISEMENT 


? 


+ 


CONTINUITY BRINGS 
RESULTS 















REGINA 

CALGARY 

EDMONTON 
VANCOUVER 














Owing to the absorption of labour by 
the many forms of national service, 
office staffs are already feeling the 
strain of working with a reduced per- 
sonnel. That strain is certain to become 
more acute as the war goes on. 


Here is a serious dilemma for the 
business man. To pay for the war busi- 
ness must go on. But how is the work 
to be done when so many of the staff 
have left? The business man is "be- 
tween the devil and the deep sea." 


Over-driving the remaining staffs will 
not solve the problem. Occasional over- 
time, of course, is unavoidable, but per- 
sistent overtime, apart from being ex- 
pensive, saps the stamina of the 
workers and may even lead to a 
diminished output. 


The only remedy is to increase the 
rate of individual output—to secure 
more work from the individual. But it 
must be done without "slave-driving" 
and without unduly lengthening work- 
ing hours. 


Improved methods are the only solu- 
tion of the problem. Every superfluous 
job must be abolished and the best and 
most economical labour-saving devices 
must be used. Human labour should 
never be employed on a job that a 
machine will do better, faster and more 
cheaply. A wise expenditure on suit- 
able labour-saving machinery is an 
essential investment in times of labour 
scarcity, for in no other way can pro- 
duction be maintained. 


The use of shorthand for the dicta- 
tion of business correspondence is an 
example of a superfluous process. that 
wastes time and can easily be abolished 
with every advantage to both employer 
and employed. 


* Between the Devil 


and the Deep Sea!’ 


Valuable in its proper place and for 
its proper use, shorthand, for the dicta- 
tion of letters, instructions and the 
many other odds and ends that make 
up business correspondence, is as much 
an anachronism as the quill pen. The 
dictating machine, for this purpose, is 
as far ahead of the shorthand system 
as the typewriter is of the penman of 
old days. It will do the work, with 
automatic speed and accuracy, faster, 
better and more cheaply, and by in- 
creasing individual output it will do 
much to compensate for loss of per- 
sonnel. 


The Dictaphone is, in effect, an ex- 
pert, infallible secretary, always ready 
for work at any hour of the day or 
night, tireless, speedy, absolutely accur- 
ate. You never wait when you wish to 
dictate : the Dictaphone is always there, 
always ready, in your office before, 
during and after business hours, in your 
home, even in your car, your train or 
your hotel if you are travelling. You 
can dictate anything you like, whenever 
you like, at any speed you like. While 
you dictate, your secretary cam be get- 
ting on with the transcript or doing 
some other useful work which a 
machine cannot handle. 


Speed and reliability are outstanding 
features of the Dictaphone which not 
even the most expert shorthand writer 
can rival, because human effort cannot 
compare with automatic machinery. 
Both you and your secretary work 
faster and better with the Dictaphone, 
make fuller use of your time, get more 
work done. And all the time you are 
both doing productive work; no time is 
wasted on a superfluous process. 


Increased output is the key to the 
present situation. You can get it with 
the Dictaphone. In your own case you 


" 


Business 


Firms’ Dilemma 


in face of 


Labour Shortage 


by 


Thomas Dixon 


can save an hour every day 
retary, relieved of the 
writing and reading shorthand, gains 
from two to three hours every day, and 
by the proper use of that time, adds 
enormously to her output of real work 
as distinguished from useless labour. 

Write to-day and let us tell you more 
about how the Dictaphone will help 
you. You can test it free of charge in 
your own daily work 


Thomas Dixon. 


Your sec- 


18CICSS8 





— 


POST THE COUPON TO-DAY 
THE DICTAPHONE CO. LTD, 


(Thomas Dixon—Managing Director) 


(Dep. H), KINGSWAY HOUSE, 
KINGSWAY, LONDON, W.C2. 


Telephone: HOLborn 4161 (5 Hnes) 


And at Manchester, Birmingham, Glasgow, 
Leeds, Liverpool, Bristol, Newcastle-on-Tyna, 
Dublin and Belfast. 


POST THIS COUPON NOW! 


The Dictaphone Co., Ltd. (Dept. H), 
Kingsway House, Kingsway, 
London, W.C.2. 


Please send free book “What's an Office 
Anyway ?" to:— 












TO THE 





SROTAPRINT’ USER 





The sale of our stzndard plates goes from 
strength to strength. Our central position, 
keen representation, fast service, and out- 
standing quality all play their part in 
increasing our clientele of more than satisfied 
customers. Nor must the complementary 
departments be overlooked; our creative art 
work and photographic studios and typesetting 
department are setting new and higher 
standards every day for the Rotaprint User. 


Tostrikea still higher note Gee & Watson now 
offer two additional outstanding features. 


The S.F. plate. This plate has a spectacular 
advantage over the standard plate. If by 
accident or misuse the plate blacks up it is 
not ruined. It can be made to correct itself 
and return to a perfect printing surface again 
in a few seconds. 


And now for our second speciality—the 
D.E. plate. Although our standard plates 
stand up to an extraordinarily long run this is 
surpassed many times over by the D.E. plate. 
Although the cost is somewhat higher so many 
impressions can be taken from it either in one 
continuous long run or long runs from tíme 
to time that proportionately it is the cheapest 
plate of any. We are the sole supplier of this 
plate for the London area. May we let you 


have further particulars of S.F. and D.E. 





GEE & WATSON,LTD. 


ARTISTS * PHOTOGRAPHERS * PROCESS ENGRAVERS 
TYPESETTERS A STEREOTYPERS  ' ELECTROTYPERS 


Ili, SHOE LANE, E.C.4 
Telephone: CENtral 9131 (7 lines) 


and at LEEDS: 27 Bardon Chambers, Infirmary Street, Leeds,1. 
LIVERPOOL : 3 Eberle Street, Liverpool, 2, 
MANCHESTER : 29 Minshull Street, Manchester, 1 






















"| WAS ALWAYS TIRED] 
AT FOUR O'CLOCK P 
UNTIL | HAD THIS 
LEABANK CHAIR” | 


Send tor booklet “The £ s d fe 
of Scientific Seating" to: © 








$ 

Leabank Chairs Ltd. © J 

A 13 Imperial Buildings, | - 

2 56 Kingsway, London, 
W.C.2 





Q. What is it | pay for and yet don’t have? 
A. ATime Recorder. Q. How is that? A. Without 
one there is much waste of time and effort which 
means loss of money. Q. If | have one what 
difference will it make? A. You pay for it with 
the money saved by making every working minute 
productive. Q. What system shall linstall? A. The 
best of course. That means GLEDHILL-BROOK. 


It is British and just the thing for your business. 





Write for copy of new book “Time Means Money " 


GLEDHILL-BROOK TIME RECORDERS Ltd. 
38 EMPIRE WORKS HUDDERSFIELD 








VOL. LXX. BUSINESS No. 2. 
THE COMPLETE JOURNAL OF 
MANAGEMENT 


Incorporating “The Magazine of Commerce", *Modern Business", 
"System", "Business Organization and Management" 


FEBRUARY, 1940 


Index to Principal Contents 
PAGE 
Dilution ... .. By B.SEEBHOM ROWNTREE, 7 
Rowntree & Co. Ltd. 


Big AND Little Economies are Vital ... ES = ak: | 
Combined Power and Heat Costs By E. Ll. MORCOM, 10 | 


Bellis & Morcom Ltd. 


After-War Jobs for Young Employees 
By H. D. KENWARD, 11 
Dunlop Rubber Co. Ltd. 


“Consequential Loss," New Points 
By A. E. MACEY, F.C.L.S. 13 
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What's Ahead for 1940? ... Sr The Trend of Trade 17 
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New Directory of Evacuated Firms 18 
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How Cost Accounting Helps Sales By L. G. JEFFRIES, 21 
Presswork Products Ltd. 


Making Mailing Lists More Effective By A. J. CARSON 22 
Among To-day's Modern Equipment ... v Pictures 24 
How Cleanliness Maintains Quality Work  ... gS wi. 20 


Why “Taping” Windows is Useless 
By GRAHAM CUNNINGHAM, 26 
"Triplex" Safety Glass Co. Ltd. 


Modern Method Lightens Typing Burden ... ee i. EAB 
Suitable Lighting Means ... t3 E New Booklet 30 
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BUSINESS, Published by Business Publications, Ltd., Whitefriars 
House, Tallis St., E.C.4. Telephone : Central 9891. Subscription 
Rates: 15/- a year post free, United Kingdom and Continent ; 
20/- a year post free, Overseas. 
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“CONSOL 
SHELTERS 


YOUR KEY PERSONNEL 


WRITE 


j iu 
E l CATALOGUE 
Ei NO 

iy B 852 


CONSTRUCTORS LTD 


NICKEL WORKS ERDINGTON 
BIRMINGHAM 24 





——— nsns ii — 
Where W A G E v are paid 


direct to the employee, or previously placed into 
envelopes, tins, or other pay receptacles the 
BRANDT is of great value. 

YOU PRESS ONE KEY, whether it is for 1d. 
or 9/114, and IT IS PAID IMMEDIATELY. 


FREE Booklet "A PAYING CONCERN" from 


BRANDT CO. LTD. 


41 FURNIVAL STREET, LONDON, E.C.4. 


Telephone Hol 2 e 
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REASONS WHY THE EXPERT SPECIFIES 


WAXCRAFT ... 


The NEW  non-smudge TYPEWRITER 
CARBON PAPER 
















£ 
A 


E m 










it doubles the strength 
of the carbon paper. 
Waxcraft carbons do not 
"tree" or crease like 
ordinary carbon papers. 





JK it gives extra "body" 
to the paper and so 
counteracts the tendency 
to curl. 


x it enables a much 
heavier coating to be 
placed on the front of 
the sheet. This means 
that each carbon lasts 
longer and gives a 
sharper impression to 
the very end, 


Waxeraft Carbon paper 
has a  non-smudging 
surface. It will not rub 





CTI 


: : z | wet Tih Ge caren RE 
p itself smudge, 

be 

- SPEEDS UP OUTPUT : GIVES BETTER IMPRESSION 
S 


_ MORE ECONOMICAL IN USE * NO EXTRA COST 


- STANDARD OFFICE SUPPLIES CO. 


Samples free on application from : 


9 Lovell'sCt., Paternoster Row, London, E.C.4. Cit. 7211 








T : London 
elephone : Egrycompak, Ealux, 
h 3377 
SHEpherds push 887 O O O C 


The slick salesman gets 
the business to-day. 
There's no room for fum- 
blers — men who have to 
fumble about in their sample 
cases when making a call. 
That's why NORCO equip- 
ped salesmen get the orders 
— without the loss of time 
he can display a wide selec- 
tion of goods in perfect 
order and condition. Now's 
the time to invest in a 
NORCO Sample Case. 


SAMPLE CASES B 






















THE 
SPEED-FEED 
ATTACHMENT. 





FREE ! 


Send for free list of 
stock models. Every 
class of sample is cater- 
ed for. NORCO Cases 
are strong, light, wash- 
able, weatherproof and 
will last a lifetime. 


Designers and Manufacturers: 
BREXTON LTD., Ernest St., 
Holloway Head, Birmingham. 
London: 38 Woburn Place, 
Russell Square, W.C.1. 
















SHORT of STAFF? 


Calling up has thinned-out both Executive and 
Clerical Staffs, yet Effective Control Must be 
maintained over such vital activities as 
Purchasing; Stores; Planning and Progress; 
Production; Costing and Accounts 


Send for details of the Cope-Chat Service and Literature des. 
cribing COPE.DEX, the best of all Visible Control Equipment. 










Executive Clerical 


Increase Contre) With less Taboa 


THE COPELAND-CHATTERSON Co. Ltd. 
Exchange House, Old Change, London, E.C.4 
Telephone : CITY 2284 (4 lines) 
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A. R. P. PLANT 
BUY YOUR POISON GAS FILTRATION PLANT 


FROM A FIRM HAVING OVER 30 YEARS' EXPERIENCE OF AIR PURIFICATION AND DEODORISATION 
PLANT MANUFACTURED TO GOVERNMENT SPECIFICATION ‘j 
AND INCORPORATING SPECIAL FEATURES 
OZONAIR LIMITED OZONAIR HOUSE, LONGMOORE STREET, LONDON. S.W. 1 


DEPT. 3 Telegrams : Ozonair, Sowest, London Telephone : VICTORIA 6252 (3 lines 
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MISS 
PRIMUS 
PRODUCES 
«t 30°/. EXTRA 
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THESE DAYS 











































Nuisance, aren't they? Billing, Invoicing, Day Book Recording, 
Works orders and Interhouse records . . . you know them all 
for what they are, non-productive necessities! Yet neither you 
nor your competitors can prosper without them, But you can 
produce them 30% faster; you can save 50% of your operators’ 
energy too; the time-waste and trouble of interleaving carbons, 
aligning, feeding can even be eliminated if you switch over to 
Primus continuous stationery. So NOW, start your out-put 
speed-up; conserve typists’ energy; cut down time and expense 


by getting full information from:— 
to Record by Hand 


PRIMUS AUTOGRAPHIC REGISTER Carter-Davis Lid. 


Is ! . 
WRITTEN RECORDS, the Primes Register used in ‘conjunction Queen Elizabeth Street, London, S.E.: 
SE ae Ot - HOP 0204-5-6 






Handier 





. with Continuous Stationery ensures the same speedy, smooth 


operation, while à copy automatically locked in the machine Telepi : 
provides your auditor with a check on each transaction. elephone 
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MANAGEMENT CONTROL POLICY 





DILUTION ... 


Business can Prepare for it 


really geared into war-time 

production. All those drastic 

changes, that rushing hither and 
thither, that bewilderment -which 
“beset industry last September and in 
the months immediately following 
were not the genuine get-down-to- 
the-war preparations that face us 
now. They were merely the prelim- 
inaries, the warming-up, the explor- 
atory survey. 

Business found itself suddenly 
faced with a lot of new problems. 
Executives had to mask effectively 
a few thousand million candle power 

cof brilliant lighting; they had to 
become fortress engineers of skill and 
ingenuity; they had to face a block- 
ade of raw materials by an army of 


T job now is to get 


^; bureaucrats that rose up like mush- 


rooms after a warm rain. 

Business had to face that, and 
much more. There was complete 
uncertainty about the immediate 
"future: ensued therefore wholesale 
firing of staffs, daily (and nightly) 
eks to country hide-outs and a 
general movement that indicated a 
-.- pretty good dose of what in the other 
war we called "wind up." 

That stage is now passed and 
things are different. Today business 
knows a lot more about what it is up 
against. 

it is clear that the country has 
entered a period wherein industry's 
every effort must be towards national 
< work on the one hand and strict 
conomy on the other. 

While it is true that military service 
is already made a big call on indus- 
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Il continue. 


By B. SEEBOHM ROWNTREE, 


Chairman, Rowntree & Co. Lid. 


to make further calls, no such vast 
drain has yet to be met as was the 
case twenty odd years ago when the 
casualty lists were such a tragedy of 
daily occurrence. * 
Nevertheless, national needs have 
already involved the average business 
man in considerable labour problems, 
and in view of the fact that these 
problems will certainly increase as 


time goes on, there are certain moves 


and preparations which he must 
initiate now. 


Framework Must Be On Long 
View Basis 

Dilution is a term over which 
industry and the trade unions have 
wrangled for a long time. It came 
to a head when the crisis of 1938 
nearly plunged the country into war, 
but it retreated from the open plat- 
form again when the acute danger 
passed. Now, of course, with things 
as they are, dilution is inevitable. 
Meetings between delegates of the 
Trades Union Congress and the 
Ministry of Labour are imminent. 
The object of these meetings is to 
frame ar equitable basis of dilution. 
It must be one that will not pre- 
judice the interests of the Unions 
when the war is over. Quite possibly 
by the time these notes appear in 
print some for irrangement will 
in fact have dat. 
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Dilution wil go a ic 
wards solving the 
shortage from which a 3 
of manufacturing firms 
at the moment.. But to 
the influx of women 
skilled and unskilled 
involves the mantiact 
many things to think 
hë can get the full h 
scheme. 

~The first thing obviou 
ber is that a sched 
processes thàát v : 
team of workers will not ! 
suitable for a staff 
efficiency standard of whi 
— owing to fhe less skilled 
introduced. 

The first thing a mang 
must think about, th 
simplification of proce 

While it is not expe ate 
process and every operation f 
out the works can be sm 
programme neverthe 
close scrutiny of the er 
turing set-up, with the 
discovering every point 
simplification. or 


cut-down the volume 
to an absolute minimin 
skilled workers can : 
on. The rest of progra 
then be broken down sul 






















































skilled hands. 

i many large plants this sort of 
gis the work of a special depart- 
the planning department. The 
aning - department does what its 
uggests : it Plans every process 
.evéry operation. Normally of 
rse it does not have to take into 
deration such an extreme short- 
f.skilled. labour as exists under 
emergency conditions, but, 
‘to face this condition now, it 
ply à matter of acting up to 
sent needs. 

ny Size Firm Can Do 
This Planning 


lie average firm, however, hasn't 
ixury of a special department to 
s mapping out. But every firm 
principle, carry out a planning 
partment's work. 

does not matter what sort of 
is being done in the factory, 


HILE such a campaign of break- 
ing down work and process- 
mplification as outlined above is 
ntial under.present day conditions 
equally important to exercise all 
ible economies in every other way. 
e survey of production and 
mel which is necessary in order 
iplify work provides a first class 
tunity for discovering those places 
ré economy can be introduced. 
ay, not a single point in this 
ion should be overlooked; no 
my is too small to be be given 
eration. 

s not possible here, of course, to 
own any hard and fast list of 
s that any one firm can make 
m the following notes gathered 
any concerns during the past 
so some idea may be gathered 
ind of economies which other 
: discovering and putting. into 
ice: One idea begets another so 
oper that the examples given in 
ollowing paragraphs may prove 
E e 


ndow Envelopes Save Time 
enean 


E-sales promotion department of 
a.large firm needed urgently to 
out à mailing shot of some 5,000 
ters. The ‘flu epidemic however had 
n its toll in the firm's office and it 
(found that 5,000. envelopes could 
owiblv be addressed. 


in . time. 


wise, the principle is the same, it is a 
matter of carefully examining every 
item of work and of reducing it to 
its most fool-proof form so that it 
can be done in a perfectly reliable 
manner by lower grades of labour. 

To quote one example in passing : 
In a well known works engaged now 
on the manufacture of aircraft engine 
parts the final examination of these 
parts was formerly done by highly 
skilled specialists. So fine was the 
finish required that anyone other than 
the most skilled and experienced 
examiners was considered inadequate 
for this responsible work. 

Under a system of break-down and 
work simplification, however, it was 
found that by installing special elec- 
trically operated gauges unskilled 


. girls, using these gauges, could satis- 


factorily examine and pass these 
parts at a speed of 700 parts per 
hour, and working to limits of .001 
of an inch. 


Window envelopes were therefore used 
and the shot went out on schedule. 
This firm will not lose sight of the fact 
that they were thus able to cut out a 
whole operation. Where such a thing 
can be done once it can be done again. 


Replaces Cartons 





N one firm manufacturing a food- 

stuff great difficulty was experienced 
in getting the usual cartons in which 
to pack the product. As an emergency 
a thin but strong paper "sack" was 
tried. This has proved so much 
cheaper and easier to handle that the 
sack idea is being continued. 


e 
One Man Instead of Three 


WEE surveying its “maintenance” 
staff a firm with a large office 
building found that all the necessary 
odd jobs could be done by one man 
instead of three. The three were a 
man to look after the stokehold arid 
boiler, lavatories and windows, another 
for all carpentry jobs and general 
furniture maintenance and a third for 
electrical. work. 

Number three was called up, so in 
looking round to see who could do the 
odd bits of electrical work required it 
was found that the carpenter man was 
quite efficient. Further questioning 
into his handi 








d also that he. 


; did 
work, but the point is the results 
were obtained without the skilled 
human element being necessary. 


Simplification Depends Largely 
On Common Sense 


The installation of new and more 
modern machinery and equipment 
can obviously, in a great number of 
ways, simplify work for the human 
individual, but without the addition 
of any new apparatus at all a 
tremendous amount of simplification 
can be done by the exercise of 
ingenuity and common sense. 

The works director of one of the 
best known motor car factories in 
the country has openly said that his 
planning staff could, if human con- 
siderations did not enter, plan the 
whole of his car manufacturing 
programme so that, except for a bare 
two or three testing jobs, everything « 


ie Big AND Little Economies, They .. 


could easily handle the boiler and other 
odds and ends. . Number one was 
therefore released and number two took 
over the work of all three. 
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Saves Materials 


HE government have also initiated '- 
many other economies that can 
well be emulated by commercial firms. 
Hor example: army tent poles and 
broom handles made square instead of 
round will save thousands -of pounds 


in production costs—because of the 


elimination of a process as suggested 
above, and because more "squares" than 
"rounds" can be got out of a given 
quantity of material. 


e 
Table Costs Reduced 


THER  constructional economies 

being made by government author- 
ities include a 60. per cent. reduction 
in material for the manufacture of a 
million forms and benches. These 
forms and benches were formerly made 
with tops of solid timber. By making 
the tops of slats the 60 per cent. . 
economy in timber is being made. 


e 
Eliminating The Frills 


N factories it will pay handsomely < 
to scrutinise carefully all roue m 
design. dti: a: vie w: to eli ; 












is, he said, simply a matter of work- 
‘planning. 

If the complex work involved in 

car manufacture can be simplified to 

that extent it is pretty obvious that 
at least some degree of simplification 
is possible in most factories. 

As Mr, Winston Churchill declared 
at Manchester recently, more than a 
million women (industrialists put it 
at nearer two million) will enter 
industry between now and the end of 
the year. The great majority of 
these will go into factories, 

Dilution will be in force in earnest. 
But although industry will welcome 
this flow of labour the advantage will 
not be without its concommitant 
troubles, as any business man who 
was a manufacturer in the last war 
will well recall. 

War-time staffs are not notable for 
their stability. There will be scores 
of thousands of girls who. will be in 

"factories for the first time in their 


.. . are ALL Vitally Important To- 


operation here and there. Every 
operation saved means time, money, and 
often materials, saved. 

Many products embody some factor 
‘ef ornament or super-usefulness that 
is alright, and probably quite a good 

. selling point, in normal times but which 
today can be sacrificed to utility. 

Some manufacturers are giving up 
wrapping their packages in transpar- 
ency. Others are eliminating liners 
and other non-esseritial internal packing. 
Wood is being used instead of alumin- 
um for the covers of heavy books like 
ledgers. A firm manufacturing sweets 
has given up attaching embossed paper 
seals to its packages. A. maker of 

. photographic materials has ceased to 
&'. provide a small metal measure in each 
55. package and has added to the printed 
. 4 directions “use a level teaspoon-full.” 
~The instruction booklet sent out with 
“a certain household appliance has been 
. rewritten and condensed from 16 pages 
to 8, and simplified from two colours 
to ali black. 

These few ideas may help you to 
‘think of other economies for your own 
product. 


e. 
Saves Paper 


HE notice has gone forth ordering 
; certain government offices. to make 
san, economy which we long ago 
: suggested to firms as a useful saving: 
hat is to type letters on both sides of 
he paper and so avoid using a second 








first jobs n not to their liking, so they'll 
try again and again. 


For a few months probably manu- 
facturers will still be able to exercise 
their keen discrimination in the 
matter of staff selection. But as 
time goes on there will not be such 


latitude, the choice will not be so 
free. . 
Start Now To Make These 
Preparations 


One of the best pices of advice 
therefore is this: start now, or as 
soon as you possibly can, on your 
campaign of work simplification. Get 


everything worked out so that it will 
hold good for at least a year ahead. 


Anticipate your staff changes and 
meet them now. 

Most manufacturers in average 
size works know roughly which 
skilled men will be leaving them for 


This plan not only saves paper but 
it helps to remind executives not to 
dictate longer letters than necessary. 
A very high proportion of letters that 
go out are too long anyway. This 
paper has constantly urged the need 
to cut out long rambling and unneces- 
sary phrases; the need to do this is now 
more urgent than ever. Big firms can 
save enormous quantities of paper in 
this way alone, and every such saving 
made by small firms helps too. 


e 
Crates Make Big Savings 


B* making crates instead of boxes 

as containers for army foodstuffs an 
economy of 33% per cent. in material 
for an order of ten million is being 
achieved. 

For a million cordite boxes the new 
"economy" specification will save 25 
per cent. of the timber formerly used. 
For three and a half million ammuni- 
ton boxes a new specification will save 
eight million feet of  timber—an 
economy of £150,000. 

In mogt firms there is room in 
packing and dispatch departments to 
make some sort of economy in 
containers and other packing materials. 


e 
Collecting Empties 


INE firm that still uses heavy wood 
cases for machinery the dispatch 
department has elegated a man to 









skilled jobs 
subsequent operati 
them. 

It is a good plan, toc 
whole of your statt. 
people that you have 
date as far as pos 
provision now for a 
of trainees, or understu &. 

Nobody is say what the. 
market will be like in six mo 
time. If heavy casualties are 
occuring on the fight 
situation will be very dif 
what it is today. 

One thing however is ¢ 
preparedness was never a liah 
the business man will go th 
into the matter of work ; 
and will keep. his ion 
need for training reserves ae 
that can be fed in at the u 
of his business then he 
have made all the 
can. 






































make it his special duty to 
used. cases and to get t 
customers, He has been very 
ful in getting his returns. 


Lj 
Use Dead Stocks 


NE lire firm has re-i 
the old. idea of a 
department. A room | 
over to the collection 
booklets, discarded lette 
form letters, worn t 
scales, broken tables, 
throw-out material and 
any sort whatever. ; 
This stock is taken into accot 
the stores department which ig 4 
use it to very good effect in: 
requisitions. For instance, 
letters are issued so that thei 
backs can be used for carbon có 
correspondence and for ribble 
Old leaflets and bookle 
up and used as packin: 
works. Worn and brok 


department for repair. 
executives are invited 
dead stock at any time 
anything they can profit 
handed in by o t 
useful to another, 

In this way some very 
economies have been made. 
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| is Plan of 


Y combined power and heating 
B: meant the production of 
D power with the same steam 
which supplies the heating 
and process; the steam giving the 
combined service with greatly im- 
T proved overall economy. 
—— That substantial economies do 
result from operating on these 
es is now widely recognised. The 
vings proceed from the fact that 
t requires only about 2 or 3 per 
cent. more heat to raise steam to 
‘the necessary higher pressure for 
— power than for the low pressure 
generally used for heating and 
—process work. To be exact, the 
— total heat per Ib. of steam at 200 
‘Ibs. pressure is only 27 per cent. 
eater than at 30 lbs. Allowing 
also for the very small amount of 
leat utilised by the engine it can 
be demonstrated that a total of 
10% additional coal is usually 
ample to cover both items. 


The Prime Mover Acts as A 
Reducing Valve 


Ato 


— Jt therefore follows that by 
—rdising steam to the higher pres- 
sure and passing it through an 
- engine or turbine—thus allowing 
the prime mover to act as a 
- reducing valve — power may be 
- obtained at a very small additional 
— fuel cost compared with that re- 
-quired for heating only. Indeed it 
‘is a frequent experience that less 
“fuel is required for combined 
power. and heating than was 
L previoikly used for heating alone, 





By E. Ll. MORCOM, M.-A., M.I.Mech.E. 
| Managing Director, Belliss & Morcom Ltd. 


Birmingham 


With this type of 
plant less fuel is re- 
quired for combined 
power and heating than 
was previously needed 
for heating alone 


an apparent paradox, nevertheless 
well-established. 

On this economical system of 
working the heating system or 
process takes the place of the con- 
densing plant usually associated 
with steam power, but with the 
very important difference that the 
heat in the exhaust steam—which 
usually amounts to no less than 
60% of the heat in the coal—is 
usefully employed, whereas in a 
power plant operating on ordinary 
lines not only is most of this heat 
wasted, but costly pumping and 
cooling plant has to be installed, 
operated and maintained in order 
to dissipate it into the atmosphere. 

As a consequence, the heat 
efficiency of the best and most 
efficient super power station is 
under 30%, whereas any small plant 
working on the combined power 
and heating principle may readily 
attain a thermal efficiency of 50 to 
60%. In other words, in the best 
condensing station only between 
one-third and one-fourth of the 
heat in the fuel is utilised, yet in 
the combined power and heating 
plant more than one-half. , 

The power obtainable on the 
combined power and heating prin- 
ciple naturally depends upon the 
steam pressure, the quantity of 
steam used for heating and process 
work, also the temperature and 
corresponding pressure at which 
this steam is required. Assuming 
a heating demand equivalent to the 
capacity of one large Lancashire 
boiler, say 7,500 Ibs. of dry steam 


Kilowatts 





COMBINED Power and Heating 


"Reduces Production. Costs 


per hour, the possibilities would be 
approximately as follows :— 
Steam pressure, lbs. gauge 


95 115 175 185 
Back pressure, lbs. gauge 

55410 .- 10- 230 
Temp. of exhaust steam 


228° 240° 240° 274° 


150 150 200 150 

If these amounts are considered 
small they are in any case produced 
at very low cost, and as the primary 
duty of the boiler is to provide 
heating steam the power generated 
may be regarded as a by-product. 


Here is an Actual Case 
In Point 


As to the practical application of 
this system in the case of existing 
works using steam for heating or 
process, an article in the “Textile 
Recorder" reads:—‘‘The change 
over was not of a radical nature, 
as a good portion of the existing 
plant came in; fuel had to be con- 
sumed in any case to raise the 
process steam, so the existing boiler 
plant generally met the’ case; new 
high-speed engines or turbines 
driving generators were installed 
in place of the old condensing sets. 
These provide all the power re- 
quired and exhaust into the heating 
mains; their steam consumption 
under these conditions is negligible, 
and they merely take the place of 
the reducing valves used previously. 
The steam is entirely free from oil 
as the engines run without cylinder 
lubrication, and thus it can be used 
in direct contact with the cloth in 
the kiers and jigs. 

“In some cases it is necessary to 
replace the existing low-pressure 
steam mains, otherwise the only 
other capital expenditure is in con- 
nection with the engine house, and, 
owing to the small space required 
by the plant the existing house can 
generally be utilised. The switch- 
gear, cables and motors have also 
to be provided. 

“This system is not new and has 
been in use to some extent ever 
since engines were invented, but, 
owing to the low price of fuel 


Continued on baae 32° 
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Preparing Young Employees for Jo 


in After-the-War- Industry . . . 


( ions war has created a particu- 
lar and extremely — urgent 

industrial problem : that of the 
need for preparing young men, 
between their school leaving age 
and the time of their being called 
to the forces, for the business 
careers towards which they will at 
once have to look when hostilities 
cease. 

Unless adequate provision is 
made, the after-war period will see 
pitched on to the industrial market 
at an age when they should be 
thoroughly employable, scores of 
thousands of young men who lack 
even an elementary background of 
business experience. 

All over the country today young 
men between 17j and 20 years of 
age are finding it almost impossible 
to get jobs. Firms are reluctant 
to employ these young people who, 
it is realised, will be called to the 
colours at the very time they are 
just beginning to become useful to 
their employers. 

The proposed scheme of Lord 
Derby for the training of young 
men between their school and 
military ages is aimed at a solution 
of this problem, but in the mean- 
time a valuable practical contribu- 
tion to this end has been started 
by the Dunlop Rubber Co. Ltd. a 
contribution that, if aided to the 
extent of their respective abilities 
by firms of all sizes throughout the 
kingdom, would provide the com- 
plete answer to this most urgent 
problem, 


Free Training Plus a Main- 
tenance Grant 


The Dunlop Company's idea is 
embodied in a scheme which they 
call the Dunlop Scholarships. In 
short, this is just what the title 
indicates, a period of free training 
for students: the period being that 
vital before-joining-the-forces time ; 
the students being any suitable 
young men who are wise enough 
to take advantage of the facilities. 

In addition to this free training 
the company pays to each student 


From an Interview with 


H. D. KENWARD 


Director, General Sales Division, Dunlop Rubber Co. 
who is responsible for the Formulation of this Important 
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Mr. H. D. Kenward 


HERE IS A PLAN 


IN ACTION 


If all firms would follow suit proportionately, a 


big potential problem would be solved 


a maintenance grant of £52 a year. 

For many years Dunlops have given 
particular attention to the selection 
and training of young men whose 
personalities and abilities were 
such as seems fitted to the com- 
pany’s needs. But hitherto this 
special training has been confined 
to those young people already in 
the company's employ and who 
have indicated their stability by at 
least one year's service. 

This excellent special training 
remains in force, but its scope has 


been extended in a parallel direc 


tion to include the scholarship 
trainees. 

The scholarships are open to any 
young men who wish to apply 
Those who are accepted enter the 
Dunlop organization just as though 
it were a school. Acceptance as 4 
student in NO way implies sube 
sequent acceptance as a Dunlop 
employee. The period of business 
training extends only until the 
students are called up for their war 


time duty with the forces. 







































the hat, under 
i e, young men of varying 
wil become students’ and 
sequently will. leave for their 
tary duties at all sorts of times, 
ops have gone to the extent of 
mging a separate time schedule 
each man. This alone requites 
eat deal of organization on the 
ny's part, but it is under- 
en so that each student can 
the maximum amount of 
erience before joining his unit 
he appropriate time. 


raining In Small Groups 
Lessens the Strain 


raining of the students will be 
dual in character as they will 
ept in quite small groups. Small 
it is emphasised, will ease 
strain on departments and will 
w the departmental managers 
e easily to give their personal 
1 This arrangement will 
assist the students quickly to 
ne known to one another and 
nable them more easily to 
pare notes. Another point, 
d by experience, is that small 
s of young men feel less 
rassment when entering 
ind other social activities 
th the company promotes. 
€. official in charge of all 
reial training at Dunlop's 


g this new scholarship 
ie. is the Personnel Officer 
roughout the scholarship 


e this. executive will give 
es, supervise the training and 
"se individuals on any points 
which they may experience 
Ities. 

st of this scholarship training 
be given at the company’s main 
s and factory at Fort Dunlop 
ingham) and, 


as far as 
; at the Dunlop depot 
the student's home. In 


ion, short periods at the com- 
various branches and dis- 
e depots will be given. 
course of instruction. is 
d to cover as wide a com- 
l and sales experience as 
ble, and will embrace: 


Technical Background: 


The nature of goods manufac- 
tured; research, experiment, 
design and testing ; laboratory 
miéthods, processes of manu- 


study of the company's 
products. and methods of 





3. Suppl : 

"^ Specifications, stores oper- 

ation, stock recording, control 
and despatch. 


4. Sales Accounting. 


Invoicing, ledger operation, 
treatment of accounts. 


5. Branch Organization: 


Operation of branches, depart- 
mental work, branch manage- 
ment and inspection. 


6. Sales. 


Method of distribution, statis- 
tics, market research, sales 
force operation, sales develop- 
ment, contracts, agreements, 
selling conditions. 


7. Advertising. 


Press, editorial, trade, display, 
mailing, production, distribu- 
tion. 





8. Technical Service. 


Service organization, investi- 
gation of product performance, 


equipment problems, repairs, 


technical records and data. 
9. Commercial Operating: 


Office methods and systems, 
mechanized equipment, 
departmental organization, 


Thus is set out a very compre- 
hensive programme of training. 
Before beginning each section of 
instruction the personnel officer 
outlines the nature of the work. 
As studied this outline is amplified 
in detail by the departmental 
manager concerned. The student 
then-enters the department itself, 
absorbs its general functions and 
works sidé by side with the regular 
employees. This last factor is 
important, the student is definitely 
expected to work as well as watch 
because it 1s by practical application 
that the real knowledge and ex- 
perience is gained. 

Asked if he thought that the 
constant pressure of groups of 
students would hinder the work of 
regular employees and executives 
who, after all, have their produc- 
tion schedules to watch, Mr. 
Kenward said, no, Dunlop, he said, 
is such a large organization, and 
planned so flexibly, that. the 
presence of students does not 
involve congestion or hamper the 
day's regular work. 

To keep the student's work on a 
progressive basis examinations will 
be held at the end of each stage of 
training, and time will be allotted 
for further instruction in directions 
where weaknesses are shown to 





students will receive equal attention: 
and equal consideration in judging: 
progress. 

Records of progress will be 
maintained throughout and infor- 
mation will be given readily to 
parents or guardians at any. time. 

The method of examination will 
be that followed by the normal 
peace time Dunlop system as 
applied to their own trainees. That 
is examination questions are. drafted 
by departmental chiefs, and are 
transposed into the required form by 
the personnel officer, who reviews the 
answers in conjunction with the 
departmental managers, and awards 
marks. 

Keen Look-out is Maintained 

for Special Abilities 

Quite apart from examination 
tests, each manager reports his 
opinion of the men going through his 
hands, and in addition, the personnel 
officer by daily contact obtains his 
impressions of individual characters 
and powers of development. Further- 
more the personnel officer will 
discover specialised abilitiés and will 
see that the men possessing them are 
not retarded by the routine necess- 
arily set for the average student, but 
are given wider opportunities, in 
specified directions. 

Progress records are kept by. the 
personnel officer, and although under 
the Scholarship scheme the company 
clearly disclaims its responsibility to 
find employment for students, yet 1f . 


they return after the cessation of 


hostilities and apply for employment 
at Dunlop's these instructional course 
records will most certainly influerice 
the filling of such vacancies as may 
exist. 

Apart from valuable instruction, 
the welfare of scholarship students 
in the way of living accommodation 
will be looked after. Selected candi- 
dates will be provided by the company 
with lists of addresses near to their 
work where it has been satisfactorily 
proved that good accommodation at 
reasonable terms can be obtained. 
This is an important factor where 
many of the young men will be 
leaving home for the first time. 

Such, then, is Dunlop Scholarship 
Scheme in outline. As the company 
says, the contribution which one ' 
commercial organization can make 
to the solution of this vital employ- . 
ment problem created by the war is 
necessarily limited. But if other 
firms throughout the country would 


do proportionately as much, some- ^. 
thing tremendous would be achieved. 





















3 any New Contingencies Make 
CONSEQUENTIAL LOSS Insura 
of Front Rank Importance To-da 


O any business, particularly manu- 

facturing concerns, consequential 

losses through fire can be damaging 
beyond all proportion to the mere 
physical cost of the fire. 


Under conditions of peace the hazards 
ot consequential losses were fairly 
.. well understood by prudent business 
“men. But the present conditions of war 
have forcibly introduced into industry 
,so many new and unfamiliar. factors— 
most of them quite outside the control 
of the individual business men whom 
they affect—that the question of con- 
sequential losses has assumed a far 
wider and more vital significance than 
ever before in the history of industry. 
lt. has become a matter now that 
demands the urgent attention. of the 
management in every manufacturing 
concern. 


Cover Goes Far Beyond Ordinary 
Fire Insurance 


Tt has been truly said that-consequen- 
tial loss insurance begins where 
ordinary fire insurance ends. The fire 
policy, for example, pays for material 
damage only, whereas consequential 
loss insurance reimburses the manu- 
facturer for:— 


1. His loss of profit as a result of 
reduced turnover following a fire 
(the loss being computated by com- 
parison with the previous year’s 
trading). 


2. Standing charges such as wages 
to skilled employees, rent, rates, 
taxes, etc. 

3. The increased costs of working 
involved in obtaining further supplies 
of materials, alternative premises and 
the many additional expenses neces- 


sarily incurred to enable a firm to” 


carry out its existing contracts in 
face of handicaps caused by the fire. 


That the effect of a fire on a 
company's profit and standing charges 
can be far greater than physical 
damage done by a fire is something 
that any business man will understand. 
For example, a fire in the drawing office 
of a firm may be quite a small thing 
as industrial fires go, but even so it 
may ruin months of costly preparatory 
wwork and seriously delay the manufac- 
“turing schedule of an important new 
product or jeopardize the success of a 
tal manufacturing contract. 
imilarly, a modest flare-up, say, in 
wer-house transformer may have 

















Costs of the mere physical effects of a fire have r 
into comparative insignificance against the array of 
new barriers that now stand in the way of refitting a m 
facturing business to function properly after a fire. B 
the war the business man had at his call a wide choi 
contractors, suppliers and helpers to repair his dam 
provide fresh raw materials, replace his plant, and so 
And he himself could devise any number of expedient 
hasten recovery from the upset. All this is not pos 
to-day. The business man is limited, not by what h 


capable of doing, but by what he is ALLOWED to do 


From an Interview with 


A. E. MACEY, F.C.LS. 


Director, Industrial Engineerin g Lid. 
(Industrial ENT Maintenance Specialists) 


the effect of stopping the whole works 


at the very moment when time. is 


literally the essence of the (manufac- 
turing) contract. 


Such complications were liable to 
happen in peace time, but in those 
days the manufacturer had access to 
many useful and effective expedients 
for handling the situation. 


These New Conditions Have A 
Tremendous Importance 


To-day however, under war con- 
ditions, fire will inevitably have much 
more far-reaching consequences. The 
position of industry has been changed 
from a largely "free" to a closely 
"controlled" economy. 


The effect of the government controls 
placed on timber, iron, steel, wool, 
hides, skins, petrol and the host of 
other raw „materials has brought up a 
new and tremendous factor in connec- 
tion with effects upon profits and 
standing charges that would follow a 
fre. For example, whereas in the 
event of suffering a fire a firm could, 
in peace time, farm out some of its 
production to another manufacturer, 
where now could it find a manufacturer 
who was himself sufficiently free from 
control and other national obligations 
to undertake th 



















Also, suppose a fire had z 
manufacturer's stock of r 
that had been carefally : 
drawn according to stri 
allowance. How could 
hoped that such & 
quickly replaced? What 
kinds would be occurring in 
facturer's business whil 
executives were trying to 
bureaticratic machine? In we 
switch-over to alternative supp 


vital raw materials may be 
impossible. 
From these very pointers. 


many that could be cit 
easy to realise the much 
and effect today of co 
and of the need for adequate 1 
against it. 


And this leads to anoth 
point peculiar to to-day 
In times of peace, whe 
fire occurred, the firm co 
wide and unterrupted 
in the matter of supplier 
approached for re 
contractors, materia i 
suppliers could all be calle 
would fall over one anoth 
rebuilding and repiac 
They would start at 
fast. 




































"Not so today. Those same firms are 
hemselves working to capacity on 
ernment contracts, they have diffi- 
ulties in the dearth of skilled labour, 
are hindered by the blackout, and 
they are closely rationed for 


Justead, therefore, of a month, three 
onths or six months being sufficient 
n. which to get fire damage repaired 
nd business resumed, today a year or 
ven a year and a half may not be 
nough. What, then, about the period 
f indemnity* ? 

Business men who take out, now, 
| policies covering consequential 
ses will of course be advised to have 
s period adequately provided for, 
ut, and this is a highly important 
int, holders of policies issued before 
he war will find that this factor is 
‘overed only for pre-war conditions. 
jese holders therefore should lose no 
me in getting expert advice in view 
the much extended period of 
ndemnity needed today. 

"These protracted delays in getting 
ebuilding and replacement work done 
nd the consequent further barriers to 
speedy resumption of business after 


the-manufacturer. That is the matter 
falling out of the position of 


The management would be faced 
ith the question : "Could we immedi- 
tely obtain our quota or a necessary 
quacy of our rationed raw material 
hen. our plant is ready to function 
er a fire, when our call upon such 
aterial has been suspended, probably, 
r many months?" 

cutives who know the ponderous 
rking of the bureaucratic machine 
ütaiming its war-time control could 
| answer such a question with any 
egree of optimism. 

This, then, is still another reason 
looking into the Period of Indem- 
y to see if it is sufficient to provide 
his. contingency. It is safe to 
imate that to get everything straight- 
d up and: business resumed after a 
e.time required is likely to be at 
st three times the pre-war interval. 


These Changes in Operations 
Must Be Considered 


Many firms have. wholly or partly 
the direction of their 
Manufactürers prone 


is “the period ‘following | ‘the 
marks the limit of time. during which 
ey operates and compensates t insured 
of Profits and Standing Charg A the 
in eost. of working which | Las been 
te maintaiu whatever part of the turnover 
ssible during the period of interruption. 








fire introduce still another difficulty 


itinually, using certain raw materials. . 


mes as long as doxiserly to repair "fire damare, This i is but 
e of many new war-time considerations for responsible 


executives 


divided economy, maintaining wholly 
or partly their commercial work and 
also producing a lagge output for the 
use of the Services, operating, in many 
instances, over a wide range of 
products with a large variation of 
profit ratio working in the numerous 
branches of activity. 

The variation in the cost of raw 
materials or in production costs today 
may have introduced into the financial 
results of a firm's operations a differ- 
ence in the rate of gross profit earned 
on the turnover of departments where 
previously a uniform rate over whole 
output existed. 

Vital alterations of this character 
would have a serious effect upon the 
recovery that could be made under a 
consequential loss insurance unless the 
altered position of the firm had been 
legislated for in the policy wording. 


Covering The Possible 
Interruption of Material Supplies 


Industries which rely in any degree 
upon semi-manufactured goods as their 
raw material or on power supplied by 
outside sources should seriously con- 
sider the extension of their insurance 
io cover the reflex action that would of 
necessity arise to their own internal 
economy should any interruption 
following fire occur in the premises of 
such suppliers. 

For example many business men do 
not realise that a consequential loss 
policy can cover them against fire at 
the premises of a supplier of semi- 
manufactured goods, or breakdown at 
an outside power station, either of 
which contingencies could very 
seriously disturb their production. 

Whilst these extensions would in- 
crease the premium on the policy, the 
cost is small compared with the increase 
in the security offered, and unless a 


‘of cover of — 


q i 
insurance, properly applied to. their 
individual needs, before the matter of, 
mere premium cost, they will only. be: 
enjoying a sense of false security which 
is not what a consequential loss poliey 

s designed to meet, 

In the past many firms may have 
had what they considered good reasons 
for not protecting their industrial . 
activities with this sort of compre- 
hensive cover. Today, however, con- 
ditions are so entirely different that 
reasons for avoiding these precautions ` 
would surely be impossible to discover. 

The present enforced control of 
materials, personnel and transport, the 
forced but necessary deviation from all 
normal channels and conduct of day- 
to-day operations, and the necessity of 
conserving financial resources takes out 


of the hands of the individual manu- © 


facturer that former freedom of ex- 
temporization or emergency expediency 
that in a difficult situation created by a 
fire could be faced with courage, 
imagination and usually with success. 
He is limited today, not by what he is ^... 
capable of doing, but by what circum- ; 
stances allow him to do. ; 


May Save The Labour of 
a Lifetime 


It therefore becomes a matter of 
common prudence for a man to protect 
by consequential loss insurance the 
result of what, in many cases, has been - 
the labour of a lifetime and by the only 
possible means to conserve his financial: 


resources and his business from the => 


ravages of a fire. ] 

A beneficent Chancellor of the 
Exchequer has encouraged this prudent 
conduct by allowing the premium on 
such an insurance to rank as a business. 


expense which, in these days of high m 
as our put 


taxation, can be considered, 
American íriends would say, "some" 

encouragement, Such allowance when 
looked at in the light of the present 
taxation does make a vast difference to 
the cost of consequential loss insurance. 
To a firm showing increased profits 
over last year the internal cost is only 

25% of the actual premium. 


We Can Help You With Your 


Consequential Loss Insurance 


qu type of insurance is necessarily 
rather complicated as it is of the 
utmost importance that every gelevant fac- 
tor be taken fully into account. Such points 
as changed ratio of profit to turnover in 


certain sections of the business, reliance on. 


outside sub-contractors for material in the 
event of a fire, and possibilities of getting 
the business working again after a fire all 
require careful attention. 

Firms who find they have no consequen- 
tial loss insurance would be well advised to 
consider their position in the event of a 








fire, as shareholders would certainly have.’ 
a legitimate grievance if they found their 
business was not protected by one of these 
consequential loss policies. 


To give readers every assistance in 
checking up their position in regard to this 
important sphere of insurance and to help 
them to assure the fullest cover under the 
latest war-time conditions our Insurance 
Consultant's services are offered free of. ^ 
charge or obligation. Simply address your... 
query to him, c/o The Editor. ze 
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NE Mi os USER EN eet a SET S Tct? 


and Methods 


'To Assist Men 
With Ideas 


URING the last war invention was 

one of the key industries of the 

country, lt is even more so today, 
both for the promotion of victory and 
for the speedy revival of trade after- 
wards. 

Readers of this paper who have 
inventions or ideas whether for the 
Services or for any phase of business 
or industry are invited to make use of 
the Institute of Patentees. 

The Institute's object is to protect 
inventions and to launch them by 
submission to the proper authorities 
and firms. The technical committee of 
the Institute are ready at any time to 
consider inventions and ideas, readers 
who want advice should therefore 
apply (by letter, stating nature of the 
work) to the Institute at 10 Victoria 
Street, Westminster, S.W.1. 


Simple Plan Avoids 
Pay Package Disputes 


ROM every point of view disputes 

at the  pay-office window are 

undesirable and most firms have 
their own ways of avoiding them. A 
simple plan in use at one firm was 
outlined to us recently as follows : 

The clock cards on the reverse side 
show the man's wages, giving the com- 
plete build-up, less deductions and the 
actual amount to draw. 

These cards are given to the workmen 
by their respective foremen who receive 
them from the wages department each 
Thursday. The workman takes the 
card home, examines the build-up of 
his wages in the privacy of his own 


. home and presents the card on Friday 


in exchange for his wages, having 
previously appended his signature to 
the card as a receipt. 

This is an effective guard against a 
workman getting another man's pay 
packet and, should there be any dispute 
or error it enables the matter to be 
settled before, or at the actual moment 
the wages are paid out. 


Higher Awards Produce 
More Ideas 


DEAS were worth good money in 
peace time : today their market price 
is higher. Ideas for constructive 


. economies, work improvement, cost- 


~ cutting, output raising, staff health 
Ts PA an > 


from Other 


Executives 


By getting a glimpse of the other man’s problem 

and his method of solving it, a new line of 

thought in regard to similar problems is often 
stimulated in one’s own mind 


betterment, etc. are worth more. 
Progressive managements recognise 
this and by increasing the awards for 
worth-while suggestions, are encour- 
aging staffs more fully to exercise their 
ingenuity and inventiveness. 

Since the war began one large 
engineering concern has reported that 
the number of accepted ideas püt 
forward by the staff through the firm's 
Suggestion Box has averaged five a 
week, as against two before the war, 
and that one of these ideas, relating to 
the production of dies, saved £2,000 
on one job alone. 

Total number of ideas submitted has 
risen to a war time weekly average 45 
from a mere 16 previously. 


e 
No Blackout 
Less Absenteeism 


T least one busy firm in London’s 

outer industrial has not blacked- 

out one inch of glass in its factory, 
and has thereby saved over £1,500. 


inei pte so 





Under the Factories Act employers must provide 

to service to all 
workpeople. 
Service should be of a type that eliminates waste 
and misuse of towels. This controlled-delivery 
paper towel cabinet enables the employer, whilst 
complying with the Act, to provide this service 
in a manner economical to himself and com- 

pletely hygienic to all employees 


DM. EIN 


This firm was in the fortunate 
position of just having settled into à 
new modern factory when war broke 






out. It manufacturers engineering 
supplies and therefore its business 
expanded. Instead of working late it 
put in more plant, engaged more staff, 


abandoned five-day week working and 
took in Saturdays. The management, 
however, directed that the “knock-off” 
be maintained strictly at 30 minutes 
before black-out. 

The idea has apparently worked well. 
“We have suffered great deal less 
than some of our competitors have done 
from staff absenteeism," a director told 
us. “We feel certain that this is due 
to our people being able all this time 
to get away before the black-out. Only 
in the office have we had to black-out 
and even here we work an 
minimum of ‘dark hours.’ " 


Simple Plan 
Beats Petrol Ration 


HE Editor of a well known textilé 
trade paper says to his readers 
“We cannot be your father, like 
one national advertiser, but we can to 
a great extent be your traveller.’ And 
the plan it operates in order to fulfil 
this offer seems very effective indeed. 

To compensate for the 
rationing’s effect in curtailing the 
journeys of travellers carrying textile 
fabric samples this paper invited its 
advertisers to insert in their advertise- 
ment spaces actual specimens öf 
fabrics instead of the usual type “copy.” 
Special arrangements were made for 
the printer to mount these specimens 
in the pages, and no changes in charges 
were made to the advertisers. 

Many advertisers took advantage of 
this novel offer. The result was that 
they secured a far better coverage of 
prospects and customers than ever their 
travellers could have made in the 
present circumstances, Furthermore, 
the much enhanced appearance of the 
paper carrying so many attractive 
fabrics was another feature in favour 
of the advertisers by reason of the 
increased reader, interest aroused, 
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Fewer Workers, 


so Lessened Output 


What It Will Mean This Year 


Here are some Important Pointers of 


Policy for Chief Executives 


By CECIL CHISHOLM, M.A., 


HE rise in unemployment in 
lanuary by 157,371 has disturbed 
any people. Others have seized 
nitas evidence of the Government's 
ailure to get our war-time effort going 
ficiently. Comparisons are even drawn 
h our experience in 1914. 


Much Debated 
nemployment 


OW obviously the switch-over from 

a peace to a war basis is too slow, 
oo subject to bureaucratic red tape, 
ut it.has been far more briskly and 
orcefully conducted than the change- 
ver during the last war. 

The difficulty is that we have no 
nemployment figures with which to 
ompare January, 1940. with January, 
915. My own recollection is distinct 
hat unemployment was much more 
eidespread. than it is today. 

‘the total of unemployment was not 

Oo high, there were obvious reasons 
or this. We did not start the last war 
a three distressed areas on our 
ds; we did not stop all building in 

"moment; we did not strangle the 

industry overnight; nor did we 
cuate to the same extent; nor was 
ere any great motor industry liable 
o- have its distributive machinery 
mashed by the inevitable. rationing 
petrol. Nor was the withdrawal of 

n from: industry to the fighting 
orces anything like so rapid. Alre ady 
here are one and three-quarters million 

men under arms and this year will see 
further million withdrawn from 
ndustry to the fighting forces. 


oductive Capacity 
las Fallen 


3. d osuggested last month, the 
productive capacity of the country 
already fallen by -7%—8%. If a 

" four classés are called up 


Business Economist 


during the present year, there will be 
a further fall of 495—555, 


men 
buying power is inevitable. 


like nine or ten per cent. 


It is true that the workers may be | 
receiving higher wages by that time, | 
but wages will merely be following — 
The days are past when the | 
technologists could enable 90%—91% of | 
a working force to produce the same | 


prices. 


amount as 100 per cent. 


Drop in 
Retail Sales 


It cannot be | 
hoped that more than a fraction of | 
these workers will be replaced by older | 
and women, so a reduction in | 
Such a | 
reduction would probably be something | 


RETAIL 
SALES 


1937 2:100 


RAW 
MATERIAL 
IMPORTS 


Thousands £s 


IMPORTS 


Thousands £s 


DOMESTIC 
EXPORTS 


Thousands £s 


VIDENCE of the fall in productive |... 


and consuming capacity is to hand | 
in the shop sales figures for December. | 
Sales are down over the whole country | 


by about 1.5%. In fact, this means a 
fall of about 12.5%—13.5% allowing 
for the rise in prices. Outside London 
there is actually a rise of around 6% 
in cash sales which means a fall in 
volume of around 5%—6%. Surely 


this reflects very accurately the re- | 


duction in productive capacity and 


therefore in buying power. 
Adjustment 
Too Slow 


O^ 


the other hand progress in the 
matter of adjustment is too slow. 


Although the rise in unerhployment is | 


REGISTERED 
UN- 
EMPLOYED 


Thousands 


COST OF 
LIVING 


1929 — 100 


largely due to the effect of the weather ^^ 


on "building and on agriculture, there | 
ought to have been an increase in total | 


employment instead of a fall. 


It seems clear that the coal industry | 
might be employing more men, since | 
some factories were forced to burn | 


wood during the cold spell in January. 


Similiarly, dilution in the engineering | 
industry -has been too: slight and too | 


WHOLESALE 
PRICES 


1930—100 
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: try has. 
been compelled to reduce its export 


ess far below its recent figure of 
around’ 10%. The difficulty is one not 
of maak, but of man power. 

In the steel industry too, war 
demands have interfered with export 
ofders owing to a shortage of equip- 
ment in certain sections of the industry. 
Not nearly enough is being done to 
¿draft young men stil left in the 
distressed areas to the munition centres, 
to train them and to put them alongside 

- skilled workers. 


-Textiles Still 
Going Ahead 


N other directions employment and 
output continue to improve. The 
textile industries are recovering 
»marvellously. In one month (November 
sto December) unemployment in all 
“textile trades fell from 7.3% to 6.7%. 
A year ago the average was 17%. 
Exports of textiles rose in value by 
ciover 2096 during December. 

Shop sales figures reflect precisely 
what is happening in industry. The 
drop in central and. west end. London 
sales from last year was only 26.9% as 
compared with 34.7% in November. 
. Possibly, Christmas was responsible for 
this. 

The biggest improvement again 
occurred in the South of England 
(5.8%) with Midland and South Wales 
coming o (3.666) and Scotland 
third (3.4%). 


Good Progress in 
Distressed Areas 


NOR the rest, the distressed areas 
continue to show some of the best 
returns in the country. Such figures 
may be unsatisfactory as compared 

, with a year ago, but in effect any such 
“comparison is impossible. You cannot 
“compare a country at peace with a 


This is the Chief Executive's Job 





ITH conditions as they are, 
every possible aid to the effi- 
cient running of a business 
should be studied. 


Every business should have an organ- 
ization chart; this is axiomatic, But in 

drawing up organization charts, three 
«Serious mistakes are frequently made. 


"^s ‘The first and basic mistake lies in 

“thinking of an organization as a 
“qachine rather than as a structure of 
intangible Auman abilities. 


A second common error is the failure 
ò realize that organization is a con- 
nuous process. Human abilities, and 
ie requirements for combinations of 
lities, change faster than is generally 
lized An executive who does. not 

e iet-up every 















"quarter million o 


dts men are with- 
drawn from production. 


Still More Drive 
Wanted for Exports 


VERSEAS figures are satisfactory 

so far as they go, but the rise in 
exports is largely masked by the rise 
in prices. Furtheg, t this rise is mainly 
due to the delivery of orders held up 
during the early months of the war. 
We can have no confidence that next 
month's figures will be so good. 

Fortunately there are signs that the 
Government is waking up to the need 
for reducing our adverse trade balance 
if inflation is to be avoided. The 
decision of some thirty trades to use 
advertising to support their export 
drive is most encouraging. But five 
essential conditions must be met, which 
require closest co-operation from the 
authorities. 

l. The exporter 
licenses quicker. 

2. He must be able to quote fixed 
prices even if he has to be insured 
against price rises, either through his 
own industry as a whole or by the 
Government. 

3. He must be able to give fixed 
delivery dates. 

4. He must have more raw materials 
specially ear-marked for his use. 

5. He must have some guarantee 
against the sudden rise of freight and 
war risks without warning. 

In the last case too, some form of 
insurance must be essential. 

lf our export trade is largely 
dependent on prices, so is a good deal 
of our home business, if we are really 
to avoid inflation. From this point of 
view the temporary set-back in America 
may work in our interests. Already 
it has had considerable effect in stop- 
ping the rise in certain raw materials, 
notably cotton. 


must have his 


six months in the light of human and 
other changes is not covering his iob. 

The third error which is often made 
lies in believing that an organization 
chart represents anything other than a 
rough idea of a temporary group of 
conditions. 

Organizing is the assembling oi a 
human jigsaw puzzle in which the 
pieces neve, exactly fit; like Alice, they 
change their relative sizes from time to 
time. The intelligent organizer indi- 
cates borders of authority and responsi- 
bility only roughly so that he may watch 
the process of adjustment and legiti- 
matize new alignments as they take 
place and becomes apparently desirable. 
In other words, he accepts the inevit- 
ability of flux. . 

A sales manage 






possess a keen 





































Prices 

NE must weleome the 

decision to spread p 
the clothing industry. ; 
one million per week on pr 
of food is heavy, but it i 
see any better method of ke: 
the cost of living, assuming that 
Government has no all-emb 
of money and prices. 

Demands for wage rise 

Fortunately the engineers he 
to a rise of 5/- per week wh 
or less in line with the cost 
Unfortunately the lack of 
unified cost of living policy w 
it difficult for the Govern amet rà. 
further wage rises unless they 
exceptionally lucky. 


Here’s Our 
Financial Problem 
TU present scale of tz 


investment will only j 
present weight of national 
So soon as that rate ge 
when the campaign reac 
a deficit will be unaveida 

The “Economist” es ima 
deficit at between 500 and 
pounds per year. How 
bridged without a stiff d 
There hes the root of 
problem. 





ation o4 





Keep Your 
Prices Down 

HAT every business man c 

is to keep down his own 
to.buy very keenly from his 
and to take every scrap 
business he can find. 
we can hold price level l and 
balance the less the dose o 
be faced when the war be 
us more than we 
in investment. 


can 





sense of product requirements 
technique of satisfying them. 
thus dominate engineering 
product policy. The 
have a peculiar bent for solving 
sales problems, and so sn, Th 
chief executive makes ma 
the varied and undupti } 
ments of abilities enclosed in his 
packages. In truth, he ado 
of the dog-eat-dog policy. 
This is no policy for a : 
lt entails constant watch 
that friction is minimi 
out attempts to make 
The executive who en 
assigned himself a pe E 
if that is not as it sho: 
the permanent job oí the 
tivef—From Dan's Review. 


and: 
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pis 









ANY firms, especially those em- 
loying women workers, are 
Bering a high labour turnover just 
Reasons for this are peculiar to 
ir dime conditions. When working 
ss families were evacuated to non- 
strial areas at the beginning of the 
ar there was, of course, a big exodous 
women workers from factories and 
es. These women went to join 
ir families in exile. 

Since then, however, there has been 
ser, but constant, drain from em- 
ment of women and young people 
are still making belated decisions 
join their families. 

At Christmas the curve of this 
icy rose sharply into a peak. 
have found that many of their 
oyees who went home for the holi- 
mply did not return. 

here are two main reasons for this. 
, many found it so pleasant to be 
h their families again that they 
ided to stay. Secondly, many 
undreds found that the areas they 
ed have, since the war, enjoyed 
al prosperity so that they were able 








ORES of firms and organizations 
Of al kinds are still working from 
country or provincial headquarters 
| which they evacuated at the outbreak 
var. Up till now there has been 
directory of such emergency 
resses, firms have had to keep, as 
“they can, lists of the temporary 
esses. with which their offices 
nunicate. 

w, however, the first Directory of 
rgency. Addresses has been pub- 
This is a.48-page book, divided 
ssified sections (according to 
yf firm, etc.) with emergency 
esses listed alongside the normal 
s of each entry. 

many cases, where the circum- 
ces warrant it, additional infor- 
on is given, such as best train or 
Oo take for the emergency location, 


embody as a point of manage- 
ment policy some definite arrange- 
ment for. the reception of salesman 
other legitimate canvassing callers 
factise not yet so widespread as 


periencing 


A High P Turnover ? 


to find jobs there, with their families 
close at hand. 


ONVERSELY, there has been a 

movement, less “pronounced but 
nevertheless a movement, of employees 
from the country areas into the towns. 
Many hundreds of people, thrown out 
of work in the clerical and distributive 
trades have been gravitating towards 
factory employment in the industrial 
areas, 

With many of their previous em- 
ployees gone, for the reasons mentioned 
in the previous item, employers have 
engaged many of these new hands. 

In a great many cases, however, 
such people from the distributive and 
similar trades have not taken well to 
factory work. They have not been able 
to adapt themselves to the precision, 
the comparative monotony and the lack 
of movement involved in this type of 
employment. Consequently, thousands 
of them have had to move on again 
after a short time, contributing still 
further to the rate of labour turnover 
in these factories. 


hey've Moved to the Country 


vacuated Firms: This is How to Find 
Them 


distance from station, etc. 

Also there are other useful notes 
such as; “Skeleton staff kept at London 
office for share transfer work,’ "AI 
interviews at London office"; "Buying 
departments still operating at—, " and 
so on. 

To have such information listed and 
classified in one reference volume will 
undoubtedly prove a great time-saver 
and a valuable topical addition to 
current directories now available. 

This new classified list has been 
compiled by a firm well kown as 
suppliers of hygienic equipment for 
factories. The entries have been 
specially checked to ensure accuracy 
of the details given. Name and address 
whence this directory can be obtained 
will be sent by the Editor to any 


enquirer. 
*. 


ourtesy- Help for Salesmen 


it should be. Some firms are indeed 


notable for the courtesy they show to 
canvassing callers, but these firms are 
notable for the simple reason that their 
such 


policy stands out in strong 





-to cite the example of an America 








firm with whom we have recently been 
in touch. This firm, the Seiberling 
Rubber Company of Barberton, Ohio, 
says that no salesman visiting them is 
ever put off with that old excuse about ^. 
the man he wants to see being “if css 
conference,” 

This company holds no conferences 
between 10 a.m. and 2 p.m. These 
hours are for salesmen and visitors. If 
anyone telephones for an appointment | 
he is told: "It's ten miles out here from... 
Akron, and we don't want you to make 
the trip in vain, Come between 10 and 
2 and we'll be ready to receive vou." 


Could You Pool 


Your Transport ? 













































du famous department stores in 
the Manchester area have .pooled 
their despatch and transport ser- 
vices. The plan has cut out all over- 
lapping and has enabled both businesses 
to keep up a standard of deliveries that = 
neither firm could have maintained 
alone in face of the petrol restrictions, 
the black-out and staff shortages. 
Overlapping was of course always à 
source of tremendous wastage among 
the big retail concerns in peace time: 
Among manufacturing firms the problem 
was not so acute, but today «o sort of 
pan in such a way can be afforded. 
This idea of transport co-operation is 0o 
therefore something that most firms | 
would do well to consider. l4 


A Stock-Keeping 


Time Saver 





WEIGHING, instead. of counting, 
small parts for stock-keeping is a 
great time saver. But instead of carry- 
ing the parts to the dial scales one 
engineering concern has the ‘scale 
mounted on a wheel trolley. It can thus. 
be readily pushed to any part of the "y 
stock room where its services. are. 
required. This mobile unit saves still 
further time, 


Output Increased 


by 40 per cent. 


I" the service and maintenance 

department of an office machine 
depot turntables are provided on the 
mechanics’ benches. The machines 
under repair, being compact and heavy; 
can thus easily be turned to any position 
without physical effort on the mechanic's- 
part. 

This simple plan has increased out- 
put by about 40 per cent. compared with 
the old method of "man handling” the 
machines. 











LES EXECUTIVES NOTE 


Only 6% of our Home Market 









Obeyed Wars “RUN 'BABBIT" Sca: 





IRST, 
fent among consumers. 
47,000,000 consumers in this country. 


consider the extent of move- 
There are 


They are grouped in approximately 
11,600,000 families. Of these the 
Home Office planned to evacuate 
3,100,000 children and about 250,000 
pregnant mothers. In fact the number 
of children evacuated seems to be 
around 1,290,000. Official figures are 
bigger; but the only professional 
research into the matter gave a figure 
of 42 per cent. effective evacuation two 

months ago. This was an inquiry on a 
. well-chosen sample of several hundred 
cases at Liverpool.* 

At the same time some 800 private 
„schools were moved. This made no 
serious change in the normal conditions 
during terms, since these children are 
normally away from home for seven 
months of the year. The total number 
evacuated is estimated at 240,000, there 
being à record affecting 120, 000. 

The number of expectant mothers" it 
was hoped to evacuate did not exceed 
250,000 

There are about 1,000,000 men in 
training in the Services apart from the 
250,000 already in. France. We are 
told that no further groups will be 
«called up before March 1. 

“But who shall estimate the number of 
Government employees sent into the 
country? The only figure coyly ac- 


Of Interim Report on Social Consequences “of 
Evacuation,” University n Diveyponl, 
































knowledged by the Minister of Health 
is 60,000. I think we should double 
this estimate, evacuation having become 
popular with department chiefs. One 
driving force is the need to justify the 
throwing of some 20,000 hotel employ- 
ees out “of work and home. Another 
is the difficulty of running a department 
in two sections with some 200 miles 
between them. 

A good many of the private firms, 
insurance companies, publishers and 
solicitors who left London and East 
Coast cities have returned. If we allow 
250,000 for these we should be on the 
safe side. 

Finally, there are the private people 
who have evacuated themselves as in- 
dividuals. Clearly no accurate estimate 
of these can be made. But if we allow 
a figure of 1,000,000, it would be 
generous, Habes ar that private 
people throughout the Midlands and the 
North have been very reluctant to go 
West, that already a proportion have 
returned to the cities. 


Says Skilled Workers’ Migration is 
Now Disappearing 

This gives us a total of 4,200,000 
evacuees of one sort and another, 
roughly 9 per cent. of the population. 
Notice that of this total, 1,640,000 are 
children, Jeaving only 2,560,000 adults. 

In other words, 91 per cent. of con- 
sumers, at least 94 per cent. families, 
are exactly where they were on Sep- 
tember 3, 1939. 

Incidentally, one form of migration 
has almost ceased. Skilled workers are 
no longer trekking from Lancashire 
and South Wales to the Midlands and 
the South to find work, when they can 
get it at home. This is particularly true 
of Lancashir ; 






-94% of families are to-day exactly where they we 
on Sep. 3, 1939——-despite the confusion of w 
looked like, to anxious sales executives, a compl 
reshuffle of national buying power. 
Survey gives FACTS that banish such confusi 


and which pave the way for Action instead. 


Writes CECIL CHISHOLM, M.A. 
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This Spec 


Alibis 


being paid in some 
factories devoted ie 
Lancashire mills are : 
in London nev : 
The fact remains 
every ten persons 
living just where 
months ago. 
Now turn to the midd e 
slump. Obviously salary 
income falls in the t pr 
up of men to ihe Fo 
income tax have 
middle-class buyin 
class buyer is se 
and the concern selling IE 
very little about it. 
But even A class pur 
in general has not fal 
outside West and Cent 
shop sales figures are 
this. 
The rise for the whole 
side London for Octab 
per cent, but more probab dy arour 
per cent. This shows a € 
against the rise in the 
Even in November 
merely by .8 per cent, 
country, but by betwee 
and 8 per cent. outs 
means a fall of only 
per cent. on a year 
cent, of the country 
service pay, and the se 
in the shops. So the 
luxuries throughout 
full of new possiblities 
one or two small muluples 
luxuries evidence this 
Naturally the 1 
this; and he is b 
Many of the pr ovinci 
crammed with the adve 
localstores. But the nz 
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long ti 
ion, particularly the advertiser 
gards himself as catering for 
A.and B class consumer. To-day 
well-paid civil servants, works 
cutives and skilled workers are 
rcasing forces in the market. 

ziven this situation, which are the 
Ost prosperous markets? Although the 
ment centres obviously. lead the 
some of the refugee areas are 
irprisingly active. 


Where the Prosperous 
Areas Are 


je Super-prosperous area is now ex- 
ded.all over the West and North 
dlands, including not merely Bir- 
ham, Coventry, Leicester, Oxford 
t "to mention West Bromwich, 
Isall and Wolverhampton), but also 
ttingham, Derby and Northampton. 
ince, September Coventry has been 
ked to provide accommodation for 
JÜ, and just recently for another 
new workers. Many wil be 
ng in the surrounding towns for a 
Next comes the patch of super- 
y in the West, covering 
l, Bath, Exeter and Torquay. 
: the areas where purchasing 
power is rising most rapidly, in fact 
areas best worth nursing in many 
ses, are first the iron and steel towns 
id ports, Sheffield, Middlesbrough, 
/ansea ; next the shipbuilding centres, 
hére every yard is full and new men 
being put to work almost daily— 
rpool Newcastle, Sunderland, 
igow, Greenock and. Belfast. 
t unemployment has practically 
peared in the Midlands there can 
o question. In Wolverhampton, of 
72,000 workers registered, there are 
,998 men unemployed, less than 
skilled. Purely casual labour 
€n temporarily stopped) and unem- 
yables probably represented most of 
other half. West Bromwich is the 
ud possessor of only 620 unem- 
red: out of around 26,000 insured 
And the figure is still falling. 
are now 15,400 more people 
d in Birmingham than a year 
hen the city was still prosperous 
its 1937 boom. 
rby feels even the severest slump 
y à minor degree. - The present 


m 


INTIL the publication of this 
‘ecil Chisholm, M.A., business 
changes that have taken place i 


figures. 


o realise the new 


conditions have made all her indústries 
boom, while high wages, multiple shifts, 
and the black-out all concentrate 
purchasing power in local shops. 

As always in wartime, Northampton’s 
boot trade is enjoying a boom. Orders 
for over a million Army boots are being 
filled. Unemployment has fallen up- 
wards of one half in the past year and 
overtime is general. 

The degree of prosperity in the West 
is not quite so high, but much more 
surprising in its effect on buying power. 
Who would have expected Bristol to be 
the first city in the West to find a 
shortage of skilled workers? Yet the 
trouble was developing six months ago. 
To-day Bristol has only 8,800 unem- 
ployed out of some 145,000 insured 
workers. This number naturally in- 
cludes a big army of dock workers 
whose work is necessarily intermittent. 


Big Demand For Luxuries In 
The West 


When it comes, complete employment 
of Bristol’s population will not secure 
so high a level of purchasing power as 
might a similar boom in the Midlands 
or the North. For the workers in the 
old industries rather enjoy many 
privileges and considerations than 
receive exceptional wage rates. Buying 
habits are also conservative. On the 
other hand, the present unusual demand 
for high-class jewellery and other 
luxuries in Bristol has not been 
previously recorded and seems to be 
almost unprecedented. 

Bristol should maintain its present 
population in spite of losses to the 
armed forces. This is partly due to the 
influx of exeéutives and clerical staff 
for the many national institutions and 
trading concerns like the B.B.C. 

But every big centre in the West 
deserves separate study to-day. Oxford, 
for instance, has suffered far less than 
was anticipated from war conditions. 
The average in-term student population 
of 10,000 to 11,000 is largely maintained 
by drafts from a number of other 
universities, and this in turn means 
that about the normal number of 
teaching staff are in residence. 

Since 1931 Oxford has been the third- 
fastest-growing town in England, 
averaging a growth of about 5,000 


article, prepared especially by 
men have had to guess at the 


n the Home Market. Now, we 
make available the first authoritative survey of the new fagts and 


What percentage of the population has moved since War began? 
Where are the present markets for semi-luxuries? 

Where are the most prosperous markets? 

Ww here is purchasing power rising most rapidly? 


L THE ANSWERS ARE HERE! cs = 





people each year. To-day the shops 
are possibly the most crowded in this. 
country, outside Coventry, yet the- 
Morris, and Pressed Steel factories 
are not in anything like full operation. 

In the steel and shipbuilding centres, 
purchasing power is rising fastest. : 
Most of the workers in these industries 


have received anything from a 5 per. 
cent. to a 123 per cent. wage increase. 
on account of the rise in the cost of.) 


living. Piece-work, bonuses and over- 
time are general. 
rapid. Even in the depressing month of 
November, Sheffield works took on an 
additional 875 workers. 
are working to capacity. Even export 
orders are rising steadily. The town 
is now employing roughly 12,000 more 
than a year ago. 

Middlesbrough is still taking on men, 
and here, too, 7,400 more people are in 
jobs than last year. Already all iron 
and steel works are booked up well 
into 1940, 

In both Swansea and Newport the 
unemploved consist largely of women, 
boys and the unemployable; dockers 
are making better money than for years 
past; and the iron and steel trades are 
working two or three shifts a day, with 
the coal trade prospering. 

The increasing activity in the West . 
of Scotland shipyards and steel works 
is no less remarkable. Lord Provost 
Dollan of Glasgow expects that 15,000 
to 20,000. more men and women will 
find jobs in Glasgow during the next. 
few months. Not only the Clyde ship- 
yards, but the big Glasgow locomotive. 
works, foundries, new armament works, E 
and light industries are working io^ 
capacity; here, too, wages have been 
rising all round. Even Dundee's once 
hard-pressed jute trade is paying its 
workers 123 per cent. more wages every 
week. 


centre in Scotland, has improved: on 
even its traditional stability. Few 


“realise its industrial importance. Second . 


largest brewing centre in Great Britain, 
third in printing, famous biscuit centre, 
second in rubber manufacture, it has 
also a big engineering, electrical and 
even a small shipbuilding industry. 
This apart from thé coal, shale, oil and 
petroleum areas, of which it is the 
centre. 


Steady Improvement Still Going 
On In Lancashire 


Progress in Lancashire is slower, but 
it is steady and the pace quickens. 
During November, 13,000 more workers. 
found jobs. Altogether Lancashire has 
60,000 more people at work in the mills 
than a year ago, and here wages rises 
have been general. 

Employment in Liverpool during 
November rose more rapidly than in 
any other city; Bolton has less unem- 
ployment than for ten years (5,446 as. 
compared with 13,030 twelve. months. 
ago); in both Liverpool and Manchester. 





Continued: or page 31 


Re-employment is. 





Most of them ` i 


Edinburgh, second largest industrial 








To Convert 


Look First into your Cost Accounti 


O firm today can afford to harbour 


the misconception—still very 
prevalent—that increased sales 
volume and wider distribution auto- 


matically mean bigger profits. 
In large firms where the significance 
of. proper costing is fully understood 
¿in its relationship to management this 
misconception, I should add, hardly 
exists. But in the much greater 
numbers of what might be called, for 
want.of a more closely descriptive 
term, the "small" and "small-medium" 
‘size manufacturing firms it exists to 
» such an extent that the critical observer 
becomes simply amazed that certain 
concerns have continued year after 
year to remain in business. 1 use the 
past tense there because unless some 
of those concerns take a pretty search- 
ing look into their figures, and the 
"methods of arriving at them, such a 
continuance will not be long maintained 
in the present stringent conditions of 
war. 


Increased Sales in this Case 
Meant Bigger Losses 


For example, a toy manufacturer in 
the north whose financial accounts for 
three succeeding years showed a balance 
on the right side, increased his total 
sales considerably by trebling the sales 
of one of his three main lines. This 
tan, however, was shaken right out of 
his complacency when he discovered, 
at the end of the trading period, that in 
contrast to being, as they say, "sitting 
pretty," he was in a decidedly pre- 
carious position. l 

This manufacturer had not realised 
that one of these three products was 
being sold at a hefty loss and that the 
other two, raking in a decent profit, had 
carried the burden and blinded. him to 
his real position. So, while he was busy 
increasing his advertising, enlarging his 
sales staff, maintaining his generous 

. discounts and generally boosting the 
sales of his three good-sellers there 
“was not sufficient profit margin on the 
two lines to make up the mounting 
losses. 

After a thorough cost investigation 
it was decided that the renegade line 
could not, within the limits that had to 

_be observed, be sold at a profit at all, 
so it was dropped. 

This action reduced the firm's 
total sales by about a third and it lost 
many long-standing customers . . . but 
it put a sharp rise into the net profits 
'eurve and simplified a good deal of 
.the working routine throughout the 
firm's office and. works. 

s How, ean profit be measured, and 

what can: accountancy -contribute to- 

8: providing-data- which. will enable 










Sales 


Sales promotion is not primarily the job of t 
cost accountant, but as the man who can sh 


can certainly help Sales. Promotion 


By LESLIE G. JEFFRIES 


Cost Accountant, Presswork Producis Lid. 


the manufacturer to determine which 
sales policies and merchandising 
channels are profit-making? 

Financial accountancy, as such, is 
not concerned with how profits or losses 
arise. That is the job of the cost finder 
and cost accountant and before a 
manufacturer plans his selling pro- 
gramme and allocates his selling 
expenses he must know which of his 
products are showing a profit, and how 
much profit. : 

For instance, if article A shows a 
256b profit, article B a 10% profit, and 
article C a 1% profit, it is obvious that 
if there is a steady demand for article 
A, he can wisely let this article carry 
the major emphasis of sales promotion, 
distribution, advertising, service, dis- 
counts, and so on. Article C, on the 
other hand, can be left to look. after 
itself, providing its cost cannot be 
reduced or its selling price increased. 

The argument has been put forward 
that simple engineering study enables 
profit measurement to be arrived at This 
may be satisfactory up to a point, but 
cost finding and cost accountancy alone 
can arrive at satisfactory costs. from 
which a policy of sales promotion can 
be instituted. The-allocation of over- 
head to each product cannot be more 
fairly proportioned than by the cost 
accountant who, after all, has more 
figures at his disposal than possibly the 
management itself let alone the 
production engineer and works manager. 


Don’t Base Sales Organisation 
on Estimates 


It is essential, of course, to note the 
distinction between estimates and costs. 
Estimating predetermines the probable 
cost of the anticipated manufacture. of 
an article or the working of a process; 
costing systematically. and accurately 
records the detailed transactions and 
operations of manufacturing, etc., to 
show the actual cost. 

Don't plan your selling organisation 
by estimates; get the true costs of your 
products and haye..them checked 
periodicall t may keep 








Losses into 


-promotion and orga 





































consistent, but overhead? s 
fiuetuate considerably 
your total cost, and if th: 
not done any rise in over! 
ture will pass unnotice 

Although a manufacturer : 
in a position to prevent in 
head expenditure, he at le 
when this occurs and he 
costs before him. 

Remember, too, that a 








article whose mann 
say, four operations, m 
money on any one of 


some snag arising which 
seen in the original esti 
be satisfied, therefore. 
shows a good profit: 
a slight readiustmer 
manufacture will incr 





Avoid Sales Methods Tha 
^ Too Cosily 


One presumes that before 
facturer goes into producti 
considered the selling 
the proposed article. 
plant might be ideal for its 
ture but if an altogether forem 
technique is required, for 
The cost of getting the 
out of proportion to the 
allowance you can reasonably à 
to the product and illustrates ag 
important point that inc 
does not necessarily 
profits, often, as I have sai 
is the case. 

Profit measurement 
fore, that in the fr 
accountancy has been 
provide true costs of th 
will continue to do so 
time. [t is not ec 

















the job of the mana 


position to use its judgment an 
in formulating wise sales polici 
the last analysis, if is 3 
accountant but the sales y 
will make or break t 


































NDER conditions that are 
ruling today activities of the 
travelling sales force of most 
*.. organizations are cut down 
oa mere fraction of their normal 


o maintain his contacts and to 
stitute for his personal repre- 
ntatives the business man must 
cessarily make more intensive 
of that valuable supplementary 
rect mail. In fact, with many 
$ direct mail must. now be 
zed as the main point of sales 


"he firms, however, that have 
veloped the technique of direct 
into the fine art that it really 
rre, unfortunately, comparatively 
4 In too many concerns the 
-Of direct mail are considered 
the periodical dispatch of stuff 
sts of names taken from direc- 
is and other sources. In such 
the flexibility of selection (five 
ees of classification), the 
l of records which tell what 






TRADE Zum 


GROUP === 
= NOS 


Nesera. John Smith,& Co. 
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ind-of matter went out, when it 
nt, what result it achieved, and 
n, these things are all too often 
'elected. 

Now, therefore, that direct mail 
mped up to a foremost place 
method for the sales manager 
vill be valuable to see to what a 
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“Our lists give us 19,800 PRIMARY. selections, yet a - 





junior can quickly isolate any one, or combination of 


them." This is the sort of list-flexibility that is valuable po 


to-day, both for speed and economy of operation 


By A. J. W. CARSON, 


Office Manager of a well-known Manufacturing Firm 


method can be developed by a firm 
that has really gone into it. 

From the following account any 
business man can visualise the 
possibilities of this system of direct 
mail control for his own individual 
business. 

True, the description applies to 
Mr. Carson’s business before war 
started, but that is immaterial. The 
important part, explanation of the 
working of the direct mail system, 
is even more applicable and valu- 
able today. Mr. Carson says :— 
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Above : Fig. 1. This card ts 
the basis of .the system.  It* 
gives us 45 X 4X I1X 10— 19,800 
primary selections ; and could, 
actually, accommodate more 














Right: Fig. 2. Shows how, 

on the reverse of the card, a 

record. of mailings can easily 
be kept 
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The advertising activities of this 
business depend almost entirely on 
scientifically organized direct mail. 

This condition is inevitable be- 
cause of the following two main 
factors: 

1. It is only by skilled personal - 
investigation that our highly speci- 
alized representatives can get their 
sales opportunities. 

2. Representatives of our stand- - 
ard are not readily available, and 
our propaganda must be distribu- 
ted to coincide precisely with our 
representatives’ movements and 
activities. Any kind of widespread 
advertising other than direct mail 
could not, therefore, be controlled 
positively enough to cover our rep- 
resentatives exactly. 

There are, of course, other rea- . 
sons why direct mail is our best. : 
advertising medium; but these two 
are the chief ones. 


Our Appeal Has to Cover a 
Wide Range 


We manufacture a range of pro- 
ducts which, in one form or. än- 
other, can appeal to every type of 
business, whether large or small, 
commercial, industrial, or profes- 
sional, As a consequence, every 
name in any kind of business is a 
proper subject for our sales effort. 

















It can be easily imagined, there- 
"fore, that to us the organization 
= and control of a vast mailing list 

is of absolutely first importance. 


Our. Lists Demand the Utmost 
Flexibility 


In Britain there are about 3,000 
branches of industrial, commercial 
and professional activity spread 
over 2,000 odd towns and villages 
on our lists. Our weekly usage of 
the whole list is less than one-half 

.of one per cent. Our problem is: 
How to house this colossal list and 
make it so that its divisions are 
almost infinitely selective, flexible 
and always up to date. 

The very size of the list nega- 

.tives the use of addressing ma- 
chines on the score of space, as a 
large building would be required 
alone for stencils or plates, while 
“the small percentage of use would 
not justify the great cost for the 
purchase of the equipment. 

To put it briefly, our problem is 
to send out letters to any conceiv- 
able selection of people at any 
time, according to the wishes and 
movements of any of our 28 rep- 
resentatives, 


These Reasons Governed our 
Choice of System 


A typical request may be: 
"Please send out our U.M. Series 
of letters to third-class engineer- 
ing firms in Bolton, sending the 
letters only to those who can use 
our product ‘B’.” Or, as an alter- 
native: "Please mail suitably the 
following trades within five miles 
only of Winchester," and here will 
folow trades and sizes of firms, 








together wit roducts for 
which we wish to gain interest. 
Aiter very carefully examining 
the proposition from all angles and 
inspecting all kinds of machinery 
and systems, we decided that the 
Paramount punched card system 
(Fig. 1) would be ideal, for several 
reasons, as detailed below: 


1. Space: The card is a 6 x 4 


inches Paramount card, similar to. 


an ordinary vertical record card, 
and 1,500 of these cards can be 
accommodated in each of 12 in. of 
filing space. (Each of the special 
filing cabinets holds 45,000). 


2. Selectivity: The card—as il- 
lustration shows—is arranged for 
instantaneous selection by: 

(a) Trade: 3,000 sub-selections 

in 45 main trade groups; 

(b) Size of firm: 4 main selec- 

tions; 

(c) Phase of activity for which 
to recommend products. 11 
selections; 


(d) Products: 10 selections. 


Selection is done by hand with a 
simple needle or skewer, and sort- 
ing can be done by one or any 
number of juniors at the rate of 
40,000 to 60,000 per hour per junior. 

It will be noticed that there are 
45 x 4 x 11 x 10—19,800 primary 
selections, any one of which is 
speedily segregated by a junior in 
four simple needling movements. 


3. Flexibility: The cards are ac- 


commodated behind Town Guide 
Cards, which are illustrated in Fig. 
3, and can be speedily distributed 
to as many or as few juniors as 
may be required. There is no cen- 





Above: Fig. 3. Specimen of the 

Town Guide card. which completely 

analyses customers and prospects in 
that locality 


Right: Fig. 4. The record card which 
forms the basis of the salesman's own 
f ‘duplicate’ System 





Smith John & Co, 







NAME 


PERSON TO SEE M.Allan, 


Business Engineers 


appress Old House, Cheapside, London, E.C, 
















































y 
building for the addr 
on. In this way either 
large campaign or a very 
tensive campaign can be 
equally well by the simple 
er subtraction of juniors. © 
can be quickly added to the 
and redundant cards easily 
moved. 


4. Recording: To keep 
ing list up to date is the ke 
and also the despair of 


is arranged for sta 
means of a rubber stam 
and reference number of the 
sent out. It is quite a 
simple matter for a junior to 
the card and thus make a 
ent progressive record of 
done, and each card can 
viewed from time to time. 
these periodical reviews 
can be made, based on 
whether it is worth 
it or throw it out. 
on this rests with the 
5. Cost: The 
quired are the care 
much less than £1 per 
quantity—plus some ticke 
and needles, which can be 
for a few shillings. 
Preparation of letters 
by. copy typists who m 


only 











names and addresses on 
which have been produced 
type-cum-ribbon machine. 


actual production of the ty 
simile letters is done bw 
outside agency at a cos 
1,000 for really high- 
A. good copy typist ce 
irom 800 to 1,000 letters 
and a good junior can fol 
insert 1,750 per day 8 
two good copy typists fair 
The resulting letters are 
that they bring personally di 
letters in acknowledgement c 
"personally dictated letters." 
Costs of letter headings, 
lopes and postage are the same, 
Continued 




















on pages 30 
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Above left: This type of gas-seal door is of a light but incendi- 
ary-bomb proof material and is fitted with an armoured glass 
window. Above right: These egg-shaped entrenchment sheets 
are notable for their great strength (note the load of pig iron 


~ on top) and simplicity. For trench linings, as shown, they need 


n3 

_ no bolts, nuts or other fastenings and are consequently easy to 

= 

-— erect, 

LS " » 

T Right: A well designed A,R,P. handtruck to take your own 

© equipment which (it is suggested and shown) should be: 

1—2 spades, 2 picks with handles, 2 buckets, 2 hard brushes with 

f handles, rooft. hose 1^ bore, 1 stand pipe, 1 spraying machine, 

L1 cwt. bleach powder, 5 gallon drum paraffin, 7 Ib. tin bleach 

7 Vaseline, 1 lot cotton waste, 4 pickets 4' 6", 200ft. rope, 4 hurri- 
xane lamps, 4 danger boards, First ^id box, etc. 

^ 

x 

A 

Bas 
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E 
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Above: Paper towels prove more economi- 
‘cal and hygienic than fabric towels, especi- 
ally for factory employees. Here is an 
attractive self-feed container (left) with a 
used towel container on the right, 

Right: Utilising only man-power, via the 
"bicycles" shown in the illustration, this 
gas-filtration and ventilating equipment has 
sufficient capacity for shelters containing 
100 persons, 























— Here is 


NEW type reflector-shade for 
electric lights in offices and works 
has just been put on the market at 
an attractively low price. It is of 
moulded white plastic material, is 
nbreakable (except by deliberate heavy 
featment), is much lighter than a 








similar size in glass or steel, is designed 
to prevent heating-up of lampholder or 
Coflex; and can be easily fitted to any 


cshade-carrier lamp holder. 


This new shade is parabolic in shape 
and is absolutely smooth, thus in glossy 
white it presents the appearance of 
“dignified simplicity and is therefore 








a New 





L Light-Weight Low-Price Light Shade 


equally a fitment for offices and show- 
rooms as well as for works. 

This smooth symetrical surface 
makes the shade very easy to keep 
clean, an important point since it must 
be remembered shat accumulations of 
dust on the inner surface quickly 


In this shade, the 
open design of the 
gallery prevents the 
Jampholder from 
overheating also it 
allows a useful pro- 
portion of light to 


strike upward and 
reflect down from the 
ceiling. 


deprive a reflector of a high proportion 
of its efficiency. 

The shade is made in two sizes at 
present, one to accommodate lamps of 
60-75 watts is 9 inches in diameter, the 
other for 100-150 watt lamps is 1l 
inches in diameter. The price is 3s. 3d. 
and 3s. 9d. respectively plus a war-time 
increase, so we learn, of ten per cent. 


Increases the Ease and Speed 
of Machine or Hand-Posted Records 


THOUGH this "Machine-Postindex" 

system has been designed to assist 
mechanized accounting it is equally 
helpful also in hand-posted records. 
Its objects are to obviate the short- 
comings of the average filing system, 
‘the main features being :-— 

1. Speed of Selection: the eye is 
seven times quicker than the hand; as 
each card record is visible, selection of 
any one is therefore almost instantan- 
cous, 






2. Speed of Refiling: Flick of the 
finger locate$ the blank "out" space 
showing the definite home of the record. 

3. Prevents Misfiling: any error is 
at once obvious. 

4. Absent Cards Signalled : li a card 
has been "borrowed" for reference, 
this fact is signalled until the card is 
returned. 

5. Positive Offset Device: . Cards 
may be offset ior checking or other 
purposes. A card can be only in the 


This system represents a fundamen- 

tal change from the ordinary ‘blind’ 

e card-index to a completely ‘visible’ 

group of records, yet it requires no 

more space. It is equally applicable 

io alphabetically or numerically in- 
dexed systems. 












normal or off 
uncertainty 
neatness. 

All these points are 
operators’ time and s 
postings per hour—whe 
or hand. 

The illustration 
tray; it is fitted with 
plates which divid 
sectional groups. T 


and 






















ribbed lining in the | 

the cards in symetrical al 

good condition. The tray iu 
with a lock-up cover which i $ 
proof and also highly firere 
Mounting on a steel wheel-tratley. 





further extends ti 
"Machine-Postindex 
quickly moved to, 
location—machine or 
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Extra Econom 
with this 


New Carbon Pap 





TLE 
ordinary typ 
a new type 
available for which 
features are claimed. 

Chief of these qual 
of a special preparati 
each sheet which gi 
waxed surface. The 
the makers claim, are 
new treatment 

i. dt doubles 
carbon paper. Also 
not "tree" or crease. 

2. Jt gives extra lx 
and so counteracts 
curl. 

3. It enables a 
be placed on the fra 
Which means that 
longer and gives a sh 

4. The carbon ; 
smudging surface. 
on to the fingers, 
copy itself smudge 

5. The special coating 
prevents the carbon fr 
the duplicating paper, th 
many copies, it halves 
in removing and replas 
in the sheets. 
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wil in any way 
greater efficiency 
invite manufacture 
readers to send 
information about t 
Through these edito 
therefore be able to 
developments to kd 
executives in businesses throws 
country—Ed 



























































aintains 


y a WORKS DIRECTOR 


In An Interview 


HE manuíacture of our products 
must necessarily be classified as 
"dirty." The great quantities of 
pigment, carbon black, etc., both 
n their dry and their most moist com- 
ounded. states, inevitably create this 
ondition. 

tis an accepted fact, however, that 
highest standard of work, the 
ufacture of exclusively “quality” 
ucts, cannot be maintained under 

ty conditions. It is, therefore, a 
a]or point. of our policy, to insist on 
nliness in every direction. 

“We makethe claim, in fact, that our 
actory equipment and staff are as clean 
anything that can be found in the 
t. model factory in any of the 
an" industries. 


Modern Factory Planning Is The 
First Essential 


To maintain this state it is essential 
tof all to have a well designed and 
well Jaid out factory. We have this, 
our main factory in the east of 
ndon, and in our supplementary 
von one of the new estates on 
on's outer ring developed by John 
and Son Ltd. 
etting at Elstree. 
After providing this first essential of 
vell. planned premises, cleanliness is 
nostly a matter of organising detail, of 
ducating staff to the necessary require- 
nts rather than of any other aspect 
Jarge-scale planning. 

Proper factory lay-out gives a logical 
ow of processes from raw materials 
inished products. Thus the first big 
pution—orderliness—is given to 
in objective, cleanliness. 


in a countrified 


a totally different material, far 
; Pigments are essentially “dirty,” 
he sek material is clean. The two 
ome, together only at the moment 
when they must be amalgamated into 
one product. The pigments, in fact, 
re handled in a bay by themselves, and 
en this bay is kept as scrupulously 
Jean and tidy as is physically possible. 
suction ducts at every possible point 
ontribute to this end, c. 
For the rest, cleanliness ds 


of Cleanliness 
‘ Quality’ 
Reduces Loss by Spoilage 


Work and 


once a week. The 
phychological effect of these clean 
overalls is itself quite a factor in 
maintaining our objective. Very few 
women are naturally careless towards 
clean clothing, and clean clothing 
promotes clean work. Clean work in- 
evitably means a lower percentage of 
spoilage. 

We insist, too, on clear benches. By 
that I mean only the job in hand may 
occupy space on benches of any sort. 
This rule prevents the accumulation of 
odds and ends which, if allowed to go 
unnoticed, soon pile up and create a 
state of untidiness and confusion that 
becomes permanent. And as soon as 
untidiness gets a hold, dirt and care- 
lessness soon follow. 

All our work benches have polished 
metal tops. They are thus easy to 
work upon, little effort is needed to 
push about on them the materials that 
the workpeople handle. Pushing is 
easier than lifting. Also, the smooth 
metal is very easy to keep clean. 

We take just as much care to ensure 
tidiness under benches and in corners 
throughout the factory. No waste or 
odds and ends are permitted to 
accumulate. 

Employees when they join us are 


clean at least 


instructed, on. these points, and section 
heads and forewomen constantly en-. 
force the ruling in a tactful constructive: 
way. 
Clean, 


manufacture. 


Any visitor to our factories wilt = 


notice that wherever they see a stack 
of material or of boxed products, that 
stack is absolutely symmetrical. No 
matter if it is a stack left temporarily 
on the end of a bench for removal 
somewhere else or whether it is a stack 
of products put away in store, the same 
exact symmetry is there. It is natural 
for our staff to exercise this preciseness, 
it is all part of the policy towards 
cleanliness. 


It Pays To Give Attention 
To Detail 


Properly stacked. goods collect less 
dust. ^ Also, perfectly symmetrical 
"ends" do not suffer damage by dog- 
earing and similar accidents. Our 
materials and products are of such a 
nature that, through careless storage, 
they can suffer considerable loss by 
dirt and damage in the course of a year. 

Without this rigid policy of order- 
liness and cleanliness we could. never 
maintain the high standards of quality 
by which we have made the reputation 
of our firm. Furthermore, we could 
never keep down to extraordinarily low 
levels which we have done for many 
years, the figures representing losses 
through dirt, "spoilage and damage, ae 

Every working day of the year we 
prove that cleanliness improves the 
quality of work and reduces overhead 
costs. 


‘Taping’ Windows to Minimise - 


Bomb-Shatter is almost Useless 


Says GRAHAM CUNNINGHAM 
Managing Director, "Triplex" Safety Glass Co. Ltd. 


HERE seems to be a widespread 

belief that strips of brown paper 

gummed to windows in criss-cross 
patterns will prevent, or minimise, the 
shattering of the glass by bomb 
explosions. 

Since the behaviour of glass under 
strain and impact is of particular im- 
portance to this company, otir research 
laboratory has carried out a number of 
experiments to ascertain the shatter 
point of different types of glass now 
frequently seen in use as intended to 
prevent splintering, and L think that the 
resülts may be of interest to business 


; men. 


‘Ten types of glass were tested. The 
method of test was to take a number of 
amples of each type 12 inches. square 





nd h one ‘a steel ball. paper strips.1 inch. wid 


weighing ilb. from a minimum height, 
increasing the height by stages until the 
sample broke into two or more large 
iragments. Mere cracking was mot . 
recorded as a break. The shatter point. 


given below is the average taken of the sa 


various samples: 

Where strips of reinforcing material 
are referred to they were 1 inch wide 
and 3 inches apart arranged in diamond 
pattern. In all cases the ball was 
allowed to fall on the sample on the 
side remote from the reinforcing 
material. 

Ordinary 24 ounce sheet and quarter 
inch plate glass broke at 1 foot 9 inches 


“and 1-foot 10 inches respectively, while - = 


the same types of glass reinforced with 
id arranged. 





clear benches also mean jene: 
risk of spoilage during processes of |. 
















the stamps, 
Good-bye 


-KISS 


The smart business girl no longer menaces te 
tongue and luscious lips by licking stamps! 

it’s slow . . . unhygienic . ,, A Postal Franker : 
take stamp-sticking, stamps, and envelope sea 
out of her business life forever . .. The posta 
in the Meter, loss proof, theft proof, borrow 
and is printed on the envelopes; or on 
parcel post—to any amount of postage needed 
_ The Meter even keeps its own records on po 
| and mailing—accounts for every penny oi post 
_... The letters look neater, and move faster in 

post office! 


i 
i 
i 
| 

































Then the office boy doesn't have to gallop ost f 
| stamps so often . . . the cashier doesn’t foss ab 

| the postage account . .. the office manager s 
worrying about postage expense ... the pos 
worker doesn't have to face, postmark or cance! t 
Metered mail... and the boss is pleased with t 
postage saving and efficiency. 
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If your office has not installed a Universal P 
| Franker, start your campaign now ... ask f 
















demonstration in your office on your meil.. a 


entire : i 
d kiss the stamps good-bye! 


; 'icsson, keeps Y free 
i errori ie» 
Clear-speaking ith 
it keeps You 1? on accounts, 
manager, stores, 


‘The telephone OF your desk, 
business at your ane 
on the job all the tim * : 
managing director, 34 


etc., etc. handy in ope 
: in use, hancy ON 
‘Marvellously sturdy 19 oderate rental hire 


ir bill and a PH 77. ay. 
di je to better business tO day 
igges 


rying 4 


i and car 
ration of the 


it js one 


UNIVERSAL POSTAL FRANKERS L 

SHOWROOMS: 99-101 Regent Street, London, Wu 

OFFICES & WORKS : 1-7 Canonbury Street, London, N 
: Tel: C ud 3 






























Keep your typists alert and happy 
from 9 a.m, to 6 p.m.—equip them 
all with Evertaut County Office 
Posture Chairs. Upholstered in 
various colours, these chairs are 
strongly made of steel with well 
padded seat and backrest. They 
give a correct seating position and 
eliminate fatigue even during the 
hardest day's work. What a boon 
they'd be installed in YOUR officet 


The back-rest 
is easily ad- 
justed for 
both height 
and angle. 


ture 


CHAIRS | 


dn w for informative literature dealing 
t UT Office and Works 
: Ev ertaut Lid, Walsall Road, 



















Why not turn your 
WASTE PAPER 
into profitable 


ACKING MATERIAL. 


by installing an 


ECONOMIC 
PAPER 
SHAVER 


Easily operated by Boy or Girl 

"s Output 4 Cwt. per day 

Wood Wool is becoming scarce 
Make your own Paper Shavings 


JNTER PENROSE Ltd. 


109 FARRINGDON ROAD, E.C.1 


Telephone: Terminus 1661. — 


|; the end 
i that these reports should be dispatched 
i that evening 
several factories in different parts of 
| the country. 





i 





| diamond - 10! < 
inches and 2 feet 1 inch. 
Sheet glass reinforced with trans- 


| parent adhesive material, either cover- 
ing the whole window or in strips, and 
| sheet 
‘tape both broke at 6 feet; 
|; reinforced 
| material broke at 8 feet 6 inches and 
| plate reinforced with adhesive 


glass reinforced with adhesive 
plate glass 
with transparent . type 
tape at 
9 feet 6 inches; sheet laminated safety 
glass broke at 18 feet and Georgian cast 
wired glass at 22 feet. 

In the case of glasses reinforced with 
transparent adhesive material it was 
found that almost identical results were 


achieved whether the whole pane was 


covered with the material or with strips 
in diamond formation. 


Jt will be seen, therefore, that the 


probably the commonest form of rein- 
forcement, is almóst useless and that 
business men and householders. are 
sacrificing light and shopkeepers the 
display value of their windows without . 
any added protection whatsoever. 

It should perhaps be emphasised that 
no kind of reinforcing material and no 
known form of glass will be of much 
use if a bomb drops in close proximity 
to it or if the glass is struck by 
large fragment. The whole value of any 
kind of reinforcement depends entirely 
on the nature of the bomb, its proximity 
to the glass and whether the glass has 
to resist blast or direct impact. The 
results of the test are of use only to 
show relative values of different 
methods of reinforcing glass. 





This Modern Method 


TAUT Lightened Our Typing Burden 


and Banished Overtime 


From an Interview with a Director 


of a well-known Engineering Concern 


TRIKING examples of time-saving 
and cost-reduction made possible 
by the “shorthand by machine” 


.method are constantly coming to our 
| notice. 


A director of a large engineering 
concern was explaining to us last month 
some of his former diffculties with 


i ordinary shorthand-typing methods and 
| outlined the advantages of the machine 
; method. 


End of Day “Peaks” Were 
A Problem 


“Very often,” he said, “long Techni- 
cal reports would become available at 
of the day, and it was vital 


to one or other of our 


“Under the old method the reports 


| had to be dictated to shorthand writers 
| who afterwards typed out their scripts 


which then, if too late for posting for 


|i first delivery next morning, had to be 
|; taken 
| passenger train. 


by messenger and put on 


“This proved very expensive as it 


i was quite usual for a simple report to 
| involve two solid hours" 
| dictation. 


typing after 
And quite frequently we had 


up to half a dozen shorthand typists 
| working in this way until 10 p.m. Then 
|! followed the bother of getti 
; dispatched. 
“This 


ihe stuff 


sh typing was. hard, solid: 


compens ation W 






e paid AL 


high-rate of overtime, and gave special l 
half- days off as well. 


“Now, when technical reports come 
in late the matter is easily handled 
with only a fraction of the effort and 
no overtime at all. 

"An operator of the 'shorthand-by- 
machine’ method is called and the: 
matter is dictated to her. She can take’ 
comfortably at 180 words a minute, and 
as her "take" is mechanically recorded 
in plain characters on a paper strip no- 
transcription is needed. The strip is 
simply put in an envelope addressed to 
the executive concerned and posted 
within a minute or two of the executive 
at this end ceasing his dictation. 

"Of course, if the time is not late 
and the girl.has time to type out her 
strip, she does so.. But otherwise an.” 
operator at the receiving end mext 
morning reads the strip to tlie executive 
concerned and then proceeds in the 
normal way to type it out if necessary. 

“The great point is that, without any 
undue expenditure of time and work. at 
our end we can always ensure the 
recipients getting their reports first 
thing next morning. 

"Another time-saving thing about 
this method is that the strip can be 
typed by any typist. It is not necessary 
that the recorder must do her own 
transcription, as in ordinary shorthand. 
Thus one 'shorthand'-machine operator 
can tear off her strip as she takes down . 
from the dictator. These strips can be 

fed 4 out to. half. i a Soden: typists 










DOES YOUR 
WAGES DEPARTMENT 









OVER £200 


of Silver and Copper per week ? 


“J” type 








If so, our 


COIN COUNTING MACHINE ` 


will save you money far beyond its cost. 


Is it fair to your business to allow 
your Wages Department to carry on. 
in the old-fashioned way ? 


Others have proved this machine over. 
the last quarter of a century. 


Why not let us give you a demonstration ? 


INTERNATIONAL 
COIN COUNTING MACHINE COMPANY LTD. 


Office and Works : 
College Road, Cheshunt. Waltham X 3364. 


Showroom & Service Dept. : 
133-141 Rosebery Avenue, London, E.C.1. Terminus 5255. 


WAR-TIME CHANGES 
IN FULL 


qe of thousands of vital changes occurred in the 
advertising industry during the latter months of 1939 
—-as a result of the War. 


Al these revisions, suspensions, personnel and address 
changes are fully recorded in the 1940 ADVERTISER'S 
ANNUAL, which in consequence renders all other editions 
of this Standard Advertising Reference obsolete. 


Whatever your need in the field of advertising infor- 
matíon, whether it be a routine inquiry or a campaign 
detail, is covered by the new 1940 ANNUAL. You should 
therefore make sure of this fund of latest, up-to-date 
information at once by posting coupon below at once. 


FILL IN AND POST COUPON NOW 


The Advertisers Annual, 
Whitefriars House, 
Tallis Street, E.C.4. 


Please send me a copy of the 1940 ADVERTISER'S 
ANNUAL immediately on publication and invoice me 
afler dispatch at the reduced pre-publication price of 
20/- nett. 





Something Different in Fi 


. SHANNOGRAPH the ve 


; discovery in n filing, enables yoü.to handle more W 
ately and with less effort. Each folder is suspend 
rust-proofed hanger upon a metal frame inside the fis 
hangs clear of the bottom of the drawer. A break in 
indicates a misplaced folder. folders slip in or out 9 
the finger-—the file is s kept horizontal, affording fut» visi 





IMPERIAL HOUSE, 1? 


15, 






Birmingham Briss Manchesters 


Liverpsol . Newcssticon. T 















when used with. “Fanfold’ Continuous 
because the many time and money-saving 
Continuous Form Billing Machine are added 
advantages of regular typing. 


te 


"Fanfold" Continuous Forms typed over our 
effect savings in Billing time and e 
to 78%, without affecting the operatio 
for regular correspondence and other purpos 


"Fanfold" Adapter places no strain w 
typewriter carriage; because of the very s 
struction and operation there is nothing 
order, 











‘NORTH CIRCULAR ROAD, LONDON, N.W.2 


Teloghane H GlAdstone 5477 (3 Hoes) 





















Shairman: THE RIGHT HON, R: MeKENNA 










Deputy Chairmen: 
S; CHRISTOPHERSON 
LEWIS H. WALTERS 


General Manager : HERBERT A. ASTBURY 


atement of Accounts 


f December 81, 1939 


A “LIABILITIES * £ 
paid ps sus. iin .. 15,158,621 
Fundo a 12,410,009 
Deposit. and other Accounts 497,701,601 
1 1 7,763,907 
9,893,446 





























57,741,467 


21,438,991 
26,328,499 


65,947,653 
.. 144,455,271 
;.; 220,689,155 





tained; om personal or 
en pplication, at any branch 
fand and Wales; or at the 


Office: POULTRY, LONDON, E.C.2 

























- 





: BHUIPMENT 
SPECIALISTS 





REDHILL EQUIPMENTS 
ROTECTIVE CLOTHING 
RESPIRATORS 

: FIRST AID EQUIPMENT 


o 


TRAILER FIRE PUMPS 
HOSES AND FITTINGS 
FIRE EXTINGUISHERS | 
.Etc., Ete., Etc. 








gineering Stores & Services Ltd. 
ssl. Works, Ashton Gate, BRISTOL, 3. 


Alsoat Londen, Glasgow, Birmingham & Manchester. 






"And. finally, Hansctiptium need not 


/ be done-at all!” 


“The mechanically recorded strip is 


quite standard and can be filed as it is. 


it can be referred to and read at any 
time. We have any amount of matter 


' filed in this way. 


Our Whole Correspondence 
System Simplified 


"Apart from entirely overcoming our 
difficult problem of rush work as 


| described, this system has simplified and 


lightened our whole recording and 


| correspondence burden. 


“Inter-office and inter-branch memos 
for example (of which a firm the size 


, of ours has an enormous number) are 
| very rarely transcribed. The strip is 
| simply stuck on a memo form. This 
` alone takes a great load off the typing 


staff who thus have that much extra 


time to devote to correspondence and 


other essential typing. 
“Incidentally, too, this method works 


.equally well in foreign languages. 
|. Dictation. can be given in French, 


Spanish or other languages and, even 


though the operator does not know the 
language, she can take it down with 
| quite a high degree of accuracy. But 
| dr she has a working knowledge of the 
language, so much the better. She has- 


no difficulty at all. 

“One of our overseas visitors recently 
amused himself by dictating in Swahilli 
to one of operators. He was amazed 
at what the operator, who had never 
even heard of this African native’ 


i language, could read back to him. The 


effort was not uu of course, but it 
served to show of what the system is 
capable.” 


We have not computed what this 


| system has saved us in time, effort and 
! tempers, but the net total in the course 
; of a year must be tremendous. 





Suitable Lighting 
Means... 


1, That the light is produced by the 
right type of lamps and that it is 
controlled by the reflectors which 


| redirect or modify it according to the 
| distribution required. 


2. That the light is so distributed that 


| it provides both general illemination 
, over the whole area and especially 
| suitable illumination where the actual 


work is being done. 


E "That the light is of a. suitable 
i such as diffusion and colour to 
icular tasks. 


the “lighting - “scheme is 
uit the premises and the 
at. there. are no harsh 






















ighting units are so 
placed and designed that they do not 
allow glare, either direct or indirect, 
to reach the eyes of the workers. 


6. That the lighting units are capable 
not only of easy installation, but also 
of easy maintenance. 

A new .booklet, “Good Lighting 
Relieves. the Strain ^on | Workers," 
explains the above factors and, with 
the aid of good illustrations, indicates 
what actually is proper lighting in 
industry and points out how to get it. 
The booklet is issued free by a well 
known firm of lighting-engineers and 
can be obtained through the Editor. 





Making © 
Direct Mail Lists 
More Effective 


Continued from page 23 


matter what method is adopted, so, 
they are not given here. A very . 
nice window envelope—to match. 
the letter—is used, and this saves 
double typing of names and 
addresses. 

The use of window envelopes, . 
like the use of a franking machine, 
may be controversial, and one- 
must be influenced by individual 
experience in these matters. n 
our case both are used with out- 
standing success, as we have proved... 
by the number and quality of ©. 
replies. 

A post-paid reply card is used, 
and when replies are received a 
form is made out in triplicate, 
original and duplicate to the sales- 
man, who returns the original on. 
first contact with the inquirer, the 
duplicate being returned with the 
final closure report. The triplicate 
is filed in a "tickler" file and then 
retained as a record for future’ 
reference. a 




























VENUS PENCILS are 
incomparably smooth and 
long lasting, their standard 
of quality never varies. 
MADE IN ENGLAND 
KNOWN THROUGHOUT THE 


If you have any difficulty 
in being supplied, write 
direct : to- the address 
below for sample, stating 
which degree you prefer. 


VENUS PENCIL Co, Ltd., 





































































': With regard. to the town siuide 
cards (Fig. 3), behind which the 
Paramount address cards are “ran- 
dom fied": These are ruled as 
specimen. Trade group numbers 
and sub-numbers aré entered in*the 
“Trade” column, and the total num- 
ber of firms in that town in that 
trade is analytically entered under 
the four grading columns. 

This indicates size of firms, and 
the sub-columns (F) and (C) indi- 
cate totals of firms as compared 









with. customers in every trade 
group. 
In the example shown 15/6 


indicates” main group No. 15, sub- 
(6. There are two first- 
of which one is a 
; one second-class firm 
"customer; two third-class 
“both customers; and one 
ES fourth- class firm not a customer ; 
“so that’ our possible expansion on 
“this hist is one first-class firm, one 
second-class and one fourth-class. 
A further example is List No. 
42/97. -Here we have à possible 
expansion of five first-class firms, 
c three second-class, two third- class, 
-and four fourth- class. 
=. In other words, there are still 
< fourteen accounts to open in that 
— groupin Bolton. These figures are 
` pencilled in for revision periodical ly. 
It will be seen that the whole out- 
fit consists of two simple cards 
held at the office. 





Each Salesman Has Simple 
, Duplicate System 





l A much more simple duplicate 
set is held by each salesman. This 










the public is buying clothes and food in 
. exceptional quantities, and a certain 
“amount of semi-luxuries, such as cos- 
inetics, sports goods, furs and jewellery. 
The Lancashire cotton industry could 
employ another 10,000 young workers if 
they were available. Of the Lancashire 
cotton towns, Bolton is most fully 
‘employed. Blackburn, too, is doing 
extremely well, having increased its 
employed by no fewer than 5,945 during 
the year; the second instalment wage 
rise means an additional £3,700 per 
week in wages; Rochdale is enjoying 
better cotton business and an engineer- 
ing boom, recorded in her 3,900 
i3 nal ow Over à year ago; 
das: 5,330. to its pay-roll 

ce st Oct er, and is.rapidl 






E 6 Per Cent of Home Market Didn't Run 


Continued from Page 20. 


set consis 
card and a simple recor card Fi 
4) for each name in his area. These 
salesmen’s cards are numbered to 
correspond with the trade group 
number on the Paramount Pub- | 
licity Cards, so that a salesman can 
call for Publicity “by numbers" and | 
know exactly ‘who is to receive 
letters. : 

In this way synchronization of 
effort is achieved, the propaganda | 
going exactly where required and 
to names which have been ap- 
proved by the man on the ground; 
consequently, whilst we may get 
a doubtful inquiry, we never get an 
inquiry from a doubtful firm. 

To revert to inquiries: These are 
entered up on two sheets. The first 
is a sheet made out for the sales- 
man and gives details of all in- 
quiries entered analytically under | 
product headings. By this means | 
we are able to follow the inquiries: ~ 
for each man. | 


All Your WASTE PAPER, CAR 


THE COMP 


Waste Paper Baler makes 
30in. Weight about 7 





Publicity and Salesman’s Activities 
Exactly Synchronized | 


The second is a sheet covering 
the individual product, and all en- | 
gineers for that product are entered, 
irrespective of salesman, though - 
each entry carries an indication of 
the man concerned. By this means 
we are able to watch all the in- 
quiries for each product. : 

To sum up, the scheme gives us | 
exactly what we want when we | 
want it. It enables our represent- | 
atives to have accurately directed | 
localized publicity to synchronize | 
with their movements, giving the | 
utmost service at the least cost. 


THE NEW SERIES No. 1. 
LHeavy timber—steel reinforced! for pal 


Geard boxes and heavier materiais: 
weight 350 ibs. Makes Bale 110-196 


more. All of these cotton towns enjoy | 
a 123 per cent. wage rise. i 
When the Lancashire cotton towns | 
prosper, Liverpool always «benefits, | 
Already there are 12,300 more. people | 
at work than a year ago, and the last | paper, swarfe, etc. 
few weeks are expected. to show a still | bale about 
greater ipprovement, ae NO SACKS 
Looking at these facts, it is reason- | SPACE SAVED. 
able to suggest four conclusions. First, | RISK :k 3 to 5 
the disturbance in the hom 
has been, in fact, müch less 
people imagined. Secondly, 
depressed . areas art 
creasing their purch. 
rapidly. 1 
improveme 
carefully ; 
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f Keeping You 


Records 












Any entry canbe found 
ly as a word in a. dictionary. No 
or blank.leaves to waste time and 


nged as records grow. Economical in 
“ost, maintenance and space. British 
oughout.. Several patterns of record 
aves stocked; leaves to individual require- 
nents supplied at short notice. 

SPECIAL OFFER: 


Robin” Looseleaf book, Sin. x 8in., 
full maroon buckram, com- 


feints, cash or double ledger, on 7 - 
days’ approval. 10/6 post free 


Looseleaf Book Manufacturers 
» LINCOLN 








[ NO MAN CAN KNOW TOO MUCH 
a OF HIS PRODUCT 


- The Ultra Lens isa revealing 
eye of six actual diametrical 
-36 area magnifications, 

which brings out- points of 

$trength or weakness, Whether 
you are engaged in rnanufac- 
turing, buying or selling, it isan 
ally of reat value. No instru- 
ment you can buy, will more 
quickly justify and pay for itself, 





For the close sërutin y of every eohceiv- 
abl: object, metals, fools, fabrics, fibres, 










“The Ultra Lens Company 
RICHARD BOCK 

$8 Finsbury Court, Finsbury Pyt., 

London, E.C.2, Phone: Nut. 3548. 








descriptive 
request. 












FREE SERVICE 
hers are entitled to free advice on 
bilem arising in their own businesses 
under the following heads: 


"Fransport 

















(internal 








8, 
miel eon- 






quipment (the 
‘every kind of 













Insutance (business 
and “personal cover 
Factory Aot, eie). 






W. RUDDOCK & SONS 























| 
i 


{ 


eaves have not to be re-written or | 


f 


i 
















n the advertising and 


i ^ semi-luxu clear. 
repay in tp Benger's, Mačonochie'sihave 
Bristol illustrates. ; n the way. 

In short, the case for a good deal Who follows? 


* 








Combined Heat and Power Continued from Page 10. 
enjoyed in the past its advantages necessary recording instruments to 
have not. been fully utilised. The enable them to do sos neither can 


savings effected by this modific- they separate the fuel used for” 


ation can be briefly summed up as power from the fuel used for other 
follows: Boiler plant and fuel con- purposes. It may, however, be 
sumption are reduced because one stated that in the case of five works 
lot of fuel serves a double purpose; where récords were kept, the total 
power is produced as a by-product; works costs per unit including the 
the waste in running a lot of small usual items, viz, wages; oil and 
engines is avoided; the exhaust stores; maintenance; insurance; 
steam is distributed through a and the proportion of the fuel 
common main; the transmission. chargeable to ‘power; in fact, 
losses. are usually less and the everything but capital charges, 
mechanical efficiency of the motors averaged .205d. per unit, varying 
higher. The combined result is between .157 and .256d. . 

that boiler plant has been reduced Apart from the economies arising 
by 30%; electrical power is pro- from combined power and heating 


"duced at a nominal cost; output which no other system of power 


increased owing to the flexibility of generation. can-approach-it is not 


the motor-driven machinery and an surprising that the overall cost of 


abundant supply of process steam. electricity as produced by amu 


Under these conditions the capital to-date independent power plant, 


outlay is repaid in the course of even when run on ordinary lines 
two or three ycars by the savings condensing, is often less than that 
effected. of purchased current, seeing that it 


Even Lowest Outside Power Rates 


Purchased current on the other 
Are Beaten l 


] hand involves heavy charges and 
"The advantages of cheap elec- losses in connection with trans- 
trical power are now being brought mission, transformation, distribu- 


prominently to the fore, but all tion and conversion in addition to: 
st m 3 » o 2 . . & : 
works which require to use steam the cost of collection and numerous. 


for heating have the opportunity, office expenses | which are. non- 
if they have not already done so, of €Xistent with private plant. 
generating their own power at a Reliability Is a Vital Factor 
cost that no supply company would Just Now ` 
entertain." 


It is not infrequently found that A further point in which. the 


the outlay involved in modifying outside supply is at a disadvantage 
the existing plant is less than is the. vitally 4 aportant one of 
required for doing away with it and reliability, It stands to reason that 
taking power írom outside, but as the area of supply is increased, 
seeing that the resulting saving. the possibilities of failure must also 
may repay the cost in so short a be multiplied. Experience has 
time the capital expenditure is not repeatedly shown this to be the 
a matter of prime importance. case and that the independent 









It is sometimes asked at what power plant is much more reliable. i 
| cost per unit electricity can be Firms who have not had an ens- 


generated on the combined power forced stoppage in many years 
and heating system. Ag a rule, have, after. discarding their own 


|! proprietors of works are not in a plant and taking outside supply; 


| they do no 
| of the có 
ated, s 





position to supply definite infor- ‘found their. works. shut down at 
mation on this point. They can considerable loss, not once but 
state what saving they are making, many times, 
or what the cost is per piece or per If, therefore, you use steam for 
ton of their manufactures, which is heating and also require power and 
what directly interests them, but have not yet adopted combined 
epaseparate account power and heating, that system 
r- will be found well worth your 
ious investigation... 



























is generated where it is required. 
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Adequate Record Protecti " 


eo Mi 3 Liters’) Safes triumphed over air attacks and bombardinents 
during the war of 1914-13. 


aes " EE P f ; í i ad 
€ Milners Safes have successfully resisted aerial bombardment 


7 and incendiarism during the C hinese-Japanese hostilities 


e M inre Safes have an unequalled record of reliability, proved 


by the most drastie fires and disasters of the past 
hundred years 














& Milners’ Safes can give your records the protection which 


is so necessary at the present time 


Keep Your Valuables in Milners’ Safes 


Stocks are available and prompt attention will be given to all enquiries 


MILNERS SAFE Co. Lí« 


GREENWICH HOUSE. NEWGATE STREET. LONDON. E. 





(Telephone: CITY 1195 (3 lines) 


BRANCHES THROUGHOUT THE COUNTRY 
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RAL TYPEWRITERS 


Cash Registers, Coin Changers, Wage Payers, Cashiers, Calculators, Time Recorders, 
and All Business Appliances, Adding Machines and Duplicators HIRED AND REPAIRED 


SAVE TIME—HIRE AN ADDER FOR STOCKTAKING 
: M = A cQ MAIL OPENED 


IN QUARTER 
TIME 
busy office, no torn 
cheques, etc. 
£2 2s, post free. 


































conr. 
HOLDER 
sé the 
typist's time 
and your 
notepaper. 
Tap the lever 
and the line 
guide moves 
down. 
Price, as 
illustrated, 
30/-. 
And cheaper 
model,  21/-. 





| Delightful 
tO usb | 








8 col. to add from 1d. to £99,999 19s. 11d. 
9 col. to add from 1d. to £999,999 19s. 11d. 
also for ordinary numbers, decimals, ete. 
Hand and electric models with or without 
wide paper carriages. 

No Modern Office can afford to be without one. 


THIN EDGE ERASER 








Acts like propeller pencil, always clean and 
sharp edged. Best quality nickel plated, 2/6. 
2nd quality nickel plated, 1/2. 
Refills 1/6 per dozen. 


ROTARY A I MAKES | SPECIAL OFF ER 


NEARLY NEW f 


Ledger Posting, Book-keeping 
and Accounting Machines, 
Loose Leaf, Fanfolds, or Book 
Writers, with or without 
Adding and Subtracting of all 
makes, at bargain prices. 












Multiplies, divides, 
adds and subtracts 
in 1/10th time taken 
to do so mentally 
15x 10 XC 
Tens transmission in 
all dials from 
£29 10s. 
Write for details. 





NO MORE ERRORS—JUST USE 
THE GUARANTEED ADDOMETER 


Rapid Automatic Addition aud Subtraction. 
Rests flat on the books. For English and 
Foreign money. Decimal or Ordinary Figures 
and Feet and Inches, ete, 
id FOR POCKET 
OR DESK 

So Simple Any- 
one can use it. 


In Plush-lined, 
ducoid case. 


THE BIJOU QUIET PORTABLE 

Its quietness and light touch are real aids to 

efficiency, while its compactness, lightness, re- 

Hability and beautiful work make it THE BEST. 

With fourrow standard keyboard, complete in 

case. (Weight 8 lb., nearly 2 lb. lighter than 
al other 4-bank portables.) 


£14 14s, 0d., 
8-bank models from 

























shat ele a dass En in., 
USE ORDINARY STAMPS & 95/- 





ELIMINATE LOSS 
AND 


FRAUD BEY USING 
A “SAFEGUARD " 


SAVE 80°, IN POSTING TIME post free. 


And let your business-getting letters look When ordering state for what purpose required, 


YHE BEST like personal letters with actual postage Also a cheaper pocket Adder for ordinary figures 
CHEQUE stamps by using the TAPPIT stamp affixer. and Indian money, in case. 30/- post free. 





Cheaper and quicker than a post marker, all 
stamps fixed, checked and counted in one 
operation. British made and guaranteed. 
Price £5 5s. 


PROTECTOR 


Used by leading Banks and firms, Do you realize 
that an altered cheque is your own liability— 
Great Bargain £10 108. each. 


All makes of Cheque Writers at 
half usual prices. Ask for list. 


BARGAIN 

l OFFER 
Fire-resisting and 

d Vermin-proof Steel | T 

Office Cupboards, S: 

H finished art green, UNIQUE 


eret sw] TA DD pp set 
ott. "high, “45 Je l Detachable 
14 in. wide, 
12 in. drepi 
30 in. high, 
18 in, wide, £3 
18 in. deep, 


ft. high, 2 ft. . off, are : 
B ide 18 ie deen. interchangeable, 
"tus swing out of 


as Hus. £5 
a way, leave desk 
trated, quite clear. 


All Carriage paid. 
Other sizes in stock, ` : 
Half the price of € 





AUTOMATIC SELF-SEALING GUM 

MING PENCIL. Very useful for desk, 

applies liquid gum to papers. 1/6. 

post free. Similar Article in Rubber 

to apply moisture to stamps and 

gummed paper, envelope sealing, ete., 
1/6, post free. 


BARGAINS in FILING 
PRESERVE "m 
YOUR LETTERS i 
and Records from fi 
dust and fire by 
using our Art Green P3 
Vertical Steel Easy į 
Running FILING & 





per tray 


LETTER TRAY SÉR, extra. 








CABINETS 
m 


































wood. Number of Trays per Set. Complete with post CABINETS 
Essential for stor- tet a? Trag "E. ae at and fitting for wa 4 
D ing Books, Papers, Material of Trays. 4 Trays Ü'Trays 2 Trays or desk. All inland 4 Me Nn from 
Box piles Letter | Light or Dark Oak 38/6  - 33j6 29/6 carriage paid. 4 drawers ct y t 
"rays. Rea i ; » z 2 Approximate internal PREPS A CR EOE 
Other Furniture Real THAD EROS ! 50/ 45i 40/ dimensions of trays £6 5s. 
equally cheap. Steel, Fshd. Art Green 50/- 45/- 40/- 134 X94 X 2% inches. Locks 16/6 extra. 









Phone: Holborn 3793, or write for Bargain Lists and Particulars. TEMPORARY TYPISTS SENT OUT. 
= TAYLORS TYPEWRITER MARKET vot Guar wer si. P64. tendon, we 


ws, BUSINESS PUBLIC 














Printed for the Prop SON & SON LTD., The Carton Press, Chesham. _ 


E COMPLETE JOURNAL OF MANAGEM 
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OFFICE EQUIPMENT 


.SISALKRAFT BEATTIES 


n— 
ALL-STEEL-A E PURPOSE 


TRADE MARK 


BLACK-OUT BLINDS 


The most important necessity for 


CIVIL DEFENCE 


Approved by Government Departments; 6-plv con- 
Jíruetion makes them water, wind, and tear-proof 
--absolutely opaque, Cheaper and more effective 
than ordinary air-raid blind materials—for any type 
: of window. 

Write for booklet giving full details, sample and prices to— 








Establ ished 1857 


61 ‘ALDWYCH HOUSE, LONDON, W.C.2 


nec Holborn 8549 aa ‘ne s zn Brie kwork, Estratid, London 







BRAVON. 


: ALL-STEEL | 
CABINETS 
size : 
36" x 18" X 12" 
For À Soo 
oe 












MODEL IC 


Pius jé 
" Carriage Paid. 
BRAVON OFFICE EQUIPMENT Co. 


56 Southwark Street, LONDON, S.E t) 
*Phones: T Hep 2158 and 2159 
























OFFICE EQUIPMENT FOR SALE 





"A Large Selection of Ex-Government 
OTHER STEEL AND WOOD OFFICE FURNITURE, IN- 
OLUDING FILING CABINETS, DESKS, 


and | 


CARD INDEX | 


CÜABINETS, ETO, Also Plan Cabinets, NEW AND | 
“SECONDHAND, AT LOWEST PRICES.--WRITE FOR 


CATALOGUE, THE MISCELLANEOUS TRADING CO., 
o CETD., 04/5. Bien HoLpory, W.0.1, HOLBORN 4894." 








TIME. RECORDERS 






"fime Recorders and Electric Clocks. 
new machines of all systems in stock; rebuilts at half 
price, fully guaranteed, Supplies, repairs. —Timie 
Recorder Supply & Maintenance Co., 159 Grange 
Road, London, S.E.1 


Btaff Time Checking: and Job Costing Time 
Recorders (al) makes) for quick cash sale, exceptional 
ondition.— Write "'BetarcoP',. Box 345, BUSINESS, 
Vhitefriare House, Tallis Stréet, E.C.4. 
















elocks. for’ re-sale. Bast 
machines or entire fac 
Commercial Recorders Ltd., 8, | 


prices given. — Single 
7 pment Rags che 





"Advertisers require a number of Time-Recording | 


We have | 


Very strongly construct 
ia light enough to carr 


SERVICES AND SUPPLIES 


FACTORY LADDERS 


[uma 


Pile’ 
eRe 


T n PT 
ROAD TRANSPORT 


n: 








vitat do 


Folding Factory Ladder 


a folds compactly and 
“Tike a suitcase. Ideal 

with a car, and for 
im in confined spaces. 
seconds and i» par- 
or ARP. evacuation, 
sential. 










for travelling technic 
factory, store or office 
Can be erected in & few 
&ieularly suitable for fr 
where a rapid exit is ex 


BEATTIES of SOUTHGATE 


11 Tudor Way, LONDON, N.14. 
i Palmers Green 6801. 
i 





Safety House, 


——— 
OFFICE FURNITURE 

























RATE—2/6 4 a iine (ave! 
or part 

ot charge; 219 
ert. Display pane 


inch. 
"Appointments Wanted'í; 3 insertions for the 


. MANsion House " 


A. HUNT & CO. 


3 BULL'S HEAD PASSAGE 
GRACECHURCH ST., E.C3 


$ 


a 

BANK and OFFICE FITTERS 
_ MANUFACTURERS 

ICAL CONTRACTORS 
SANITARY ENGINEERS 


Est. 1825 











TRANSPORT SPECIALISTS 





Consult us with your 
Haulage Worries 





London and Birmingham 


E. A. HELLMUTH, LIMITED 
| KENNETH: COURT 


SKENNINGTON ROAD 
S.E.Il 





Reliance 3877-8. 


AIR PURIFIER 





l'OZONOL AIR PURIFIER 


PROMOTES HEALTH 


During the winter months, 
when windows and doors 
are shut and ventilation is 
reduced. you , can--with 
OZONOL AIR PURIFIERS 
still keep all parts of your.” 
premises sweetsamelling and 
germ-free. 
OZONOL is a powerful 
germicide ás. well as being 
invigorating and health-giving, and its fragrant air 
is an incentive te clear thinking and hard work. 
OZONOL Air Purifier 2/6 De-Luxe Model 4/6 
Postage 64. 
OZONOL LABORATORIES (1930) 
New Wharf Road, LONDON, N.1 
"Phone: TERMINUS 3721 





LTD. 


| 








7 words to a Hn. 
3 lines costing 7/6; each additional line 
ofa line 2/6, Box No. counts as one line 
0 be paid for; replies are forwarded free 
Ei 3 insertions, 5% for 








Payment with order for single 
24/- per single column 
Special 


i0*, for i? 
Discounts. as above, rate for 


price of 2 








He knocks but once! 





@ Opportunity is i mid fellow. When 
he does come toj our door he knocks 
but once—and faintly at that. There- 


fore, it.behoves tis ever to be on the | 
for him--and the Classified | 


watch 
Columns of BUSINESS form a really 
excellent place ini which to keep such 
a-watch. For the many small adver- 
tisements .here c@ntain amongst them 
a wealth of opportunity. All are 
worthy of your, attention, for, who 


know. s—there may be something ins 
this very.issue of direct interest to | 


you, So follow the lead a the know- 
ledgeable ones by keeping a watchful 
eye on the Classified Pages of Busi- 
NESS.. Sooner or 
you did! : 
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CONTINUITY BRINGS 
RESULTS 
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Call, 'phone or 

write to-day for 
interesting free book- 
let “Office Methods & 
practice" Of great 
interest to all Execu- 
tives. 
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and economy 1 sser 
tial to-day. To make up loss 
of labour, absorbed by Is 
of the war servic« 
do more work. Ex 
must pull its full w 
superfluous proces 
ruthlessly, 
You will do more tte 
and with less stra « 
the dictating mach Y 
will be able to do ing 
give you more help 
Your own more perfi 
tails will speed up « ) ent 
Though your ofi e 
seriously de { leted Al 
you can get a big 
put and cz n 
efficiency 1 vou e 
Dictaphone 
WHY THEY USE DICTAPHONES 
There are many good reasons why so many hundreds of noted business firn 
Dictaphone system. 
@ THE DICTAPHONE is simple. You have no trouble in learning to use it 
W THE DICTAPHONE is convenient, It is always by your side, instantly read y 
moment and for any length of time, 
m@ THE DICTAPHONE is economical It will save every executive at least [ay 
and double the output of the transcribing typists, 
E THE DICTAPHONE system makes for greater personal efficiency because 
it does more work and with less effort. It-enables a reduced staff to keep 
a factor of supreme importance at the present time. 
THE WASTE OF SHORTHAND. A CONTROLLER OF BUSINESS 
The Dictaphone cuts out instantly and com- Get awdVifeom the Idéa-thal 1 n 
pletely the waste of time involved in taking 7 
notes in shorthand. It is not common sense or a mere letter writing machi: uat du 
sound practice to waste the time of an intelli- is first and foremost, a mea: business con- 
gent girl on the useless job of shorthand trol. Use the Dictaphone t 
writing. The Dictaphone will do the work to tecord all ‘the results , 


better, faster and more accurately and give the 
girl two or thee hours a day for work that a 
machine cannot do—perhaps to help you in tration, control and effectis 
your personal duties and so give you more time other business assistant can 
for thinking and planning constructively. You 
can then make better and fuller use of your 
own time and stimulate others to do their 
very utmost. personal test of 


On your own desk, in you 
free of cost or obligation, 


THE DICTAPHONE CO. LTD. 


(Thomas Dixon, Managing Director), 


thought, Tt will bring you a 1 


on en 


Kingsway House, Kingsway, London, W.C.2. 


Telephone : HOLborn 4161 (five lines). 














MANCHESTER: 8 Deansgate, Deansgate 4483/4 LEEDS: 1, Albion Place, Leeds 
BIRMINGHAM: 321, Broad Street, Midland 2245/0. NEWCASTLE: ! 1 
GLASGOW: 9, Bothwell Street, City 4951/2. DUBLIN: Ral 
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speaking... 


Come to life ? 






Yes that’s right, 
old man . . . I’ve made 
so many ‘faux pas’ lately that 


I've decided to gad about . . . er, 


er... I mean get about a bit more . . . I feel there's a lot 


> me regularly from now on. . . 


lo see behind the Scenes that I’ve been missing 
don t you know, sitting at my desk all day. 
you ll be seeing 


Well, cheerio; old man . . . 


remember... 


DO MOF is the name." 





GEE & WATSON LIMITED 


Artists, Photographers, Process Engravers 
Typesetters, Stereotypers, Electrotypers 


111 SHOE LANE, LONDON, E.C.4. Tel. Central 9131 (7 lines) 





And at LEEDS, LIVERPOOL, MANCHESTER 








"PLEASE SEND ME A 
WRITTEN NOTE... 
] cant hear a 
word you're 
sayings 





...and then they installed 


HOUSE 
TELEPHONES 


Every day inefficient house telephones are causing mis- 




















understandings, mistakes ... upsetting busy execu- 


tives. . . often causing work to be done all over again. 


The installation of Ericsson Telephones quickly puts 
an end to all this. Clear speaking, error-free, sturdy 
and 100 per cent. efficient, they are at once a revelation 
and revolution in intercommunication. 


Can you afford to be without these unique conveniences 
and advantages? Why not get in touch with us? 
Ask for particulars of our moderate RENTAL MAIN- 
TENANCE or make an appointment for free demon- 
stration AT YOUR ADDRESS. 


ERICSSON 
TELEPHONES LTD. 


22 Lincoln's Inn Fields, 
London, W.C.2. 


Tel.: HOLborn 6936. 
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INTER-COMMUNICATION 
TELEPHONE SYSTEMS 
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BUSINESS 


THE COMPLETE JOURNAL OF 
MANAGEMENT 
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EGRY LTD 


NW 
WARPLE WAY * ACTON * LONDON 


Telephone : 
BHEpherds Bus 


3 famvle,!? 


What hope of orders is there for the traveller who fumbles 
` in-his sample case when making a call? You've got to be 
slick these days to make a successful salesman—that's why 
so many travellers are equipped with NORCO Sample Cases. 
Without the loss of time, a NORCO equipped salesman can 
display a wide selection of goods in perfect order and condition 










NORCO Cases are design- 
ed for safe carriage and 
the most fragile goods may 
be carried without damage 
or deterioration. They are 
strong, light, washable, 
weatherproof, and will last 
a lifetime 


N O R C O SAMPLE CASES 


Send for free list of stock models to 


BREXTON Ltd., Ernest St., Holloway Head, Birmingham 1 
London : 38, Woburn Place, Russell Square, W.C.1 


















THE 
SPEED-FEED 





REASONS WHY THE EXPERT SPECIFIES 


WAXCRAFT ... 


The NEW non-smudge TYPEWRITER 
CARBON PAPER 





The back of the carbon 
paper is coated with a 
special preparation which 
gives it a glossy waxed 
surface. 


It doubles the strength 
of the carbon paper. 
Waxoraft carbons do not 
"tree" or crease like 
ordinary carbon papers. 


It enables a much 
heavier coating to be 
placed on the front of 
the sheet. This means 
that each carbon lasts 
longer and gives a 
sharper. impression to 
the very end. 


Waxcraft Carbon paper 
has a non-smudging 
surface. It will not rub 
off on to your fingers, 
nor will the carbon copy 
itself smudge, 


SPEEDS UP OUTPUT > GIVES BETTER IMPRESSION 
MORE ECONOMICAL IN USE * NO EXTRA COST 


STANDARD OFFICE SUPPLIES CO. 


Samples free on application from : 
9 Lovell'sCt., Paternoster Row, London, E.C.4. Cit. 7211 
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Uri a "^ue 
SHORT of sTAFF? 
Calling up has thinned-out both Executive and 
Clerical Staffs, yet Effective Control MUsT be 
maintained over such vital activities as 
Purchasing; Stores; Planning and Progress; 
Production; Costing and Accounts 


Send for details of the Cope-Chat Service and Literature des. 
cribing COPE.DEX, the best of all Visible Control Equipment, 









Executive è Clerical 


Increase (o With less 1:552. 


THE COPELAND-CHATTERSON Co. Ltd. 
Exchange House, Old Change, London, E.C.4 
Telephone : CITY 2284 (4 lines) 
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A. R. P. PLANT 


BUY YOUR POISON GAS FILTRATION PLANT 


FROM A FIRM HAVING OVER 30 YEARS' EXPERIENCE OF AIR PURIFICATION AND DEODORISATION 


PLANT MANUFACTURED TO GOVERNMENT SPECIFICATION 
AND INCORPORATING SPECIAL FEATURES 


OZONAIR LIMITED 


DEPT. 3 


OZONAIR HOUSE, LONGMOORE STREET, LONDON. S.W. 1 
Telegrams : Ozonair, Sowest, London Telephone : VICTORIA 6252 (3 lines 











THERE ARE ‘ENEMIES’ OF 


PROFITABLE PRODUCTION 
IN YOUR: ORGANISATION 
* 







THE 


-_ PRIMUS 

LC ER - PLAN 

A — à vo converts them into 

di A FRIENDLY 
a F HELPERS 


 @ Produce these items 30'/. e e ... and 


save 50°/, of your Operators’ energy . 


staffs are depleted and perhaps tackling 
double work, these necessities can 


€ INVOICING 


\ When time is all-important . . . when 





easily become brakes on efficient 


production. Can you honestly afford 

9 to support these "luxury necess- 
DAY BOOK RECORDING ities” by old-fashioned methods? 

Can you delegate one, two or ten 
Ss of your typists to keep ahead of 
them all the time? NO! So 

€ WORKS ORDERS \ investigate the PRIMUS CON- 
— ——————— TINUOUS STATIONERY PLAN. 
Mese 0 A te ae CON I RR aE It reduces the “upkeep time” 
by 30% and conserves typists’ 

€ INTER-HOUSE RECORDS| energy by 50%. Get further 


facts from :— 


CARTER DAVIS Ltd. 


QUEEN ELIZABETH STREET - LONDON - SE -1 HOP 0204-5-6 
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I. More Virile 


Thinking . . 


2. Reduction of Product 
Ranges: Simplification 
of Styles... 


By A. L. MILLER, 
Director, Wolsey Ltd., Leicester 


In an Interview 


OWEVER wide awake and pro- 
I gressive a company may be in 

normal times of peace, its executive 
thinking power is rarely exercised at 
full stretch. Continuity of modest 
success and the almost complete 
absence from the path of routine of 
any really serious difficulties tend to 
induce a state of management com- 


placency. Even the. most rigorously 
constituted organisation becomes 


satished to run along at what is really 
but cruising speed, something that is 
quite a good deal short of its actual 
maximum potential. 

When we look back on our war 
effort . . . it sounds funny perhaps to 
speak like that after six short months 
of what seem to be only the prelimin- 
aries . . . we feel very satisfied with 
some of the progressive work we have 
done. In fact, we blame ourselves for 
neglecting such activities until a war 
pressed.us to undertake them. 






MSS +, 
CTS 
(09 Y, «6 7—. 


Faroe y 


BUSINESS 


MANAGEMENT CONTROL POLICY 





Executive 


In this connection, I have particularly 
in mind the steps we have undertaken 
for the expansion of our export 
business. The stress which the Govern- 
ment has laid on the importance of 
overseas frade has meant that this 
section of the business now receives 
greater consideration, not only as far 
as executive thinking is concerned, but 
right throughout the production side of 
our organisation. In other directions, 
too, we have been examining every 
part of our administration to see what 
changes and adjustments can be made 
so as to ensure the greatest possible 
efficiency not only in detail but in the 


th« 


planning of 
policy. 


Absorbed in 
Machine 


Valuable Energy 


Fighting Bureaucratic 


It is rarely possible this á 


however, to be ble t n shal 
number of favourabk or l 
credit side of the lir without als 
having to suffer the eff f ol 
able influences that pile themselves 
on the debit side. So, while it is t 


that our executive 
been stimulated b 
tunities in 





some directions, Ws K 
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rominent among these 
€, of course, the measures which the 
yvernment has introduced as part of 


plans to put industry on a wartime 

&r 

g. 
We, in common with other manu- 
cturers, fully appreciate the need for 
ese measures and recognise it as our 
uty to co-operate with the Govern- 
ent's aims. It is, however, with their 
ethods of achieving these aims that 
e frequently find; ourselves in difficul- 

Rationing of raw. materials, 

stipulations “as to their 
" to our . factories, measures 
cting the prices at which. goods may 
old, while excellent in theory, bear 
arks of having been conceived by 
nds not altogether acquainted with 
ything more than the broader aspect 
industry. . 
The’ Prices of Goods Act in 
rticular has bewildered the wholesale 
d retail trade of the country, and in 
present form is capable of more 
age than good. Nevertheless, we 
ind other manufacturers: have tried to 
-operate with the aims of the Act 
d have made representations to the 
vial. bodies concerned on, the 
Mestions that seem .to hinder its 
ecessful execution. ; 
n the credit- side, however, are 
ral important changes brought 














































































The Annual 


esenting 
pd 
Report Attractively 

SAID out in attractive booklet form, 
^printed. in two colours, is the 
airman’s speéch just issued by a well 
own North East Coast gas company. 
"The cost of producing the speech in 
this way—the text in black, picked out 
ith side-heads and notes in a deep 
ge green, the whole printed on a good 
quality. biscuit-tinted. paper—can be 
little more than the old uninspired 
ay of producing the annual survey, 
attractiveness of this new way 
unquestionable, | If, therefore, the 
tra cost is negligible why should not 
little advertising and sales promotion 
ique be added to the chairman's 
ment? 


e 
asy. To Read Charts 


HE managing director of.à manu- 

acturing concern has a. light 
‘ood back, about ten- inches high, 
ced at ght angle, something like 
'book-rest, all along the back of-his 
k. His secretary puts there his pet 
‘aphs and charts as they come in from 
tatistical office. Propped up there 
charts are prominently visible yet 


influences 


f aed of everything else on 





at any 


< these is the develop : 
taking place on the export. side. We 
are going full out to extend this end of- 
the business, but it is only possible, of 
course, through the facilities given by 
the Government. We must be fair and 
acknowledge the fact that not only is 
the Government now doing a great deal 





‘to assist the exporter but that it also 


has in hand still further measures to 
help British manufacturers to sell to 
markets overseas. 


Planning. Intensive Development 
of our. Export Markets 


We on our part are concentrating 
our attention overseas. For very many 
years, of course, Wolsey products have 
been well known all over the world. 
But in our new conception of things 
we are ceasing to take that position for 
granted; we are approaching all our 
overseas markets with a well planned 
initiative: I nearly said aggression, but 
that word has another meaning today. 

In planning this initiative we are 
taking always the long view and are 
concentrating on the position which we 
shall. build up, not so much during the 
war as after it. - 

We have surveyed. every foreign 
export market where enemy goods were 
formerly. entrenched. Our Export 
Manager, a man of long experience and 
an accomplished linguist, has a vast 


IDEAS from Here and 


Simple Solutions Are Essential | 


He is a thoroughly sound maxim 

laid down by the head of one of 
the largest manufacturing concerns in 
this country: “Only the simple solutions 
to business problems are the safe ones, 
because if a solution is not simple you 
may be sure that before long someone 
else. will find a solution that is simple 
and which is therefore a lot better than 
yours." 





. Finding The Better Way 





T no time was it more necessary to 

encourage thinking in business. 
Every expedient is worth while that 
will produce an idea or a method for 
the better, quicker, cheaper completion 
of a task, whether at the bench or in 
the office. "Suggestion box" schemes, 
profitable in peace time, are infinitely 
more valuable now. A. N. Casson’s 
Efficiency Magazine for February 
contains a note that is a timely 
reminder of this point. 

“One of the ablest foremen I have ever 
known,” says A. N. C., "had a favourite 
saying— There ought to be some better 
way. This is, I think, an ideal slogan: 
for any foreman. He should have it in 
the back of his mind whenever he looks 










we sell. our goods, and o 
local agents in these countries are: 
personally known to him as men with 
a high standing of commercial ability. 
These formerly enemy  strongholds 
include such places as the Scandinavian: 
countries, Holland and some of the 
Latin-American. republics. 

In all these places of course we were 
already established as competitors, but 
since the withdrawal of Greater 
German goods we have strongly con: > 
solidated our positions. We have 
revised our lines and our prices to an 
extent that should enable us to hold 
these markets firmly in the future. 

In Canada we have always held a 
good place. In the United States there - 
are still great possibilities of develop- 
ment and in view of the particular 
value of American dollars to this 
country’s war machine we are 
increasing the strength of our attack 
on the American markets. 

Our latest plans have included a 
detailed survey of the important 
American retail stores, a task. in which 
we have.been assisted by the Depart- 
ment of Overseas trade. 


vigorous attack on a country where 
there is a ready acceptance for British 
merchandise. 

Our publicity to foreign-speaking 
countries is also being intensified. 
Booklets and display matter are being 


There, Some 


part of a foreman’s work is invention ^ ^. 


and improvement. He should never 
take it for granted that his workers 
know the one best way to do a job.” 


Under a well run. suggestion scheme .. 
not only can such a slogan be made to 
inspire foremen or the higher-ups but 
the brains and ingenuity of every 
employee in the organisation can also 
be enlisted in the constant aim for 
improvement, Everybody, if he will, 
can think in terms. of—"There ought 
to be, there must be, a better way." 


Use This Opportunity 


WO factors now are more or less 

compelling. executives to survey 
their personnel with a view to seeing 
what jobs can be merged with other 
jobs so that actual staff can be reduced. 
The first factor involves young men 
likely to be called up in the near 
future; the second involves absentees 
through illness epidemics. 


While people are away ill their work 


has to be done by someone. These 
substitute arrangements therefore 













to chance. lt is not suggested that 
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We are thus. 
carefully preparing the ground. for a. 





should be.made properly and not left i 




























s and printed.in the languages 
ofthe respective countries. In this we 
are exceedingly careful about the apt- 
ess of language. Local idiom or 
dialect, where necessary, is employed. 
On points of this nature where our own 
experts are not absolutely sure, we 
invariably consult our agents on the 
spot. 

This is a matter of extreme 
importance to all British exporters. 
«There is no lack of examples in the 
» past where British goods have lost face 
in foreign markets solely through 
faults of amateur translation of 
advertising copy into other languages. 


Simplification of Designs Reduces 
Labour and Saves Costs 


Coming back to the home front, 
probably the most important thing we 
are doing is to rationalise our ranges. 
Strictly speaking, we are not indebted 
to the war for this inspiration. Some 
“Years ago we realised that by concen- 
trating à great part of our production 
“on lines for which there was a large 
^ demand it would be possible to effect 

much more economical manufacture 
throughout all our ranges. 
For example, though to the vniniti- 
ated a man's "plain sock" is just a 
plain sock, to us it involved no less 
C than eighteen different styles and types, 
each variation calling for its own 
"machine set-up and each making its 
“demand on stocks to be held, samples 


Of Them You May Be Able To Use. 


should be absorbed, but their absence 
does give the management an oppor- 
tunity to analyse jobs and to redistri- 
bute work more economically. It also 
gives an opportunity to re-plan the 
work of young men likely to go into 
the services so that when their time of 
departure arrives it is not a matter of 
costly sweat and bother to have their 
work taken over. 
e 


Replannins Work 


A N example occurred recently when 
AR several members of the printing 
and duplicating staff of a London firm 
were away with ‘flu. It was discovered 
by the manager that six people in this 
department were too many anyway. 
The nature of the firm’s work (having 
gone on to government contracting) 
had so changed that not a quarter of 
the former duplicating and printing 
. was required. This department was 
therefore cut from six to two, Two 
of.the girls were transferred into the 
factory order department and two 
were given notice. 


o 
de Easier Handling 


XPEAKING of crates in place of 
.cases one is reminded of other 
homies -besides that of cost which 












to be carried, descriptions to | 
clerical work to be done, and so on. 

From these many variations arose 
one- basic design which is now one of 
the biggest half-hose sellers in the 
country, if not in the world—Wolsey 
Cardinal. To produce this line we 
were able to concentrate all the plant 
and labour that had formerly been so 
dispersed. The result was a better 
product, enormously increased output, 
simplified workihg and reduced. costs. 
We were, therefore, able to establish a 
new standard of value in men's half- 
hose which, I think it is fair to say, 
has now become a yard-stick ior the 
whole trade. 

Furthermore, in spite of fluctuations 
in prices of wool, of which there were 
many up to the outbreak of war, we 
were never once forced to change the 
price of Cardinal half-hose. This has 
undoubtedly proved the most important 
factor in building up, for thousands of 
our retailers, a steady profitable 
business on this line. 

That policy of "rationalization" we 
have continued ever since; but from 
regarding it in pre-war times as a good 
policy to apply as and when possible, 
we have come, in war-time conditions, 
to regard it as of paramount. and 
constant importance. 

Simplification means not only 
economies in materials, work-planning, 
stocks and so on, but in war-time it 
makes possible an all-important 


the use of crates introduces. Crates 
are far easier to handle as the slats 
present "something to get hold of." 
Their contents can also be more easily 
checked. Also the contents (especially 
if it is machinery) can often be tied to 
the slats, thus obviating the need for 
interior packing material. 


No More Free Biscuits 
sio nie tierra 


S we have often said, even the 

smallest possible economies must 
not be overlooked. For example, quite 
a saving has been made in a large 
office by cutting out the formerly free 
supply of biscuits issued with the usual 
afternoon tea, though the tea has been 
retained. 


. 
Overtime Eliminated 


HIS same firm has eliminated over- 

time working, except by permission 
of an executive. Before the war 
members of any department could work 
overtime and, by merely putting in a 
voucher, which would be initialed with- 
out question by the manager of the 
department, draw tea-money plus the 


to be printed, - : 





variations in machinery 
required, and the greater nt 
skilled personnel need for the wr 

Skilled labour, especially 
labour, is at a premium 
Machinery and plant, too, is so. 
on the market. It is hard ^ 
replacements of parts that bre 
or wear out. On skilled labe 
plant, therefore, we are e : 
greatest economy and care thre 
all our factories, 
















































Compensating for Trave 
Curtailed Activit 
Simplification of lines 
the burden of work 
involved in provid 
samples, a great considerat 
days, when, by reason of p 
ing, the black-out and J 
travellers cannot 4 
cover their territories 
before the war. 
This point, too, 
another plan we ha 
to compensate for t 


when stocks are H 
exhausted, it is iiportans 
customers should have 
of seeing our ranges dn s 
time of their being . ds 
petrol rationing and transport 


time worked, A sub 
per wek has been saved 
this arrangement. 


LÀ 


Towel Economy 


HIS same firm h 

economy by the i 
clean towels every f 
each week, True, 
items like this may not 
great deal Bat today 
counts; to the firm who i 


into. 
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New Book For Engineers 


ECOGNISED hy 

works executives 
world as the standard 
reference work of the ma 
"Machinery's Handbook’ 
is just out, 

This new edition, 
an increase of ; 
new matter and data, 1,8 
This work is claimed now 
most comprehensive of 
published amvwhere in the owe 





engine 
all 
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be impossible w 

Or a series of stockrooms w ich 
representatives arrangé from time 
me in convenient centres on their 
i They thus save petrol by 
liminating fruitless journeys to out- 
he-way towns;.at the same. time 
y enable their ctistomers to see their 
nges with a, miniumum of 
'onvenience. 
There is, of couse, a danger that the 
rmay thrust the travelling represen- 
ative back to the days before thé 
vent of the motor car as an adjunct 
0 selling, In the handling of our 
ales force we are particularly wary of 
his and are using every means at our 
posal to give the best possible 
epresentation we can in view of the 
fesent restrictions. 


Advertising for Home Trade is 
Being Maintained 


direction of home sales 
we are not permitting the 
of the times to curtail our 
Our national press adver- 
sing is being strongly maintained, 
hough it has been necessary to alter 
slightly the point of our campaigns. 
fistead of the advertisement policy 
éing of a strongly specific selling 
yature for definite lines of goods it has 
een necessary, owing to the official 
etarding influence exercised on home 
roduction, to broaden the appeal into 
tnething more in the nature of good- 
vill propaganda. 
“The theme we are using is of a 
flective, amusing quality: illustrations 
surrect the many quaint sty les of under- 
ar in vogue fifty to a hundred years 
©. By implication these historical 
élics throw into strong contrast the far 
uperior qualities of their modern counter- 
arts as, of course, made by Wolsey today. 
-The purpose of this advertising 1s 
nsolidation rather than the production 
jf immediate sales. We are planning not 
for next week or next month but for 
‘after the war. 
Whatever the intensity or the duration 
f hostilities we cannot afford to lose 
ground in the home market. When times 
gain become peaceful we want to get off 
to a flying start and not to be detained 
pending time and money regaining what 
would be lost through a policy of 
trenchment now. 
A'step even more progressive than the 
finance of press advertising was our 
n to launch, after the war broke 
He first issue of a bi-monthly house 
This we considered, despite the 
or all possible economies, was a 
sition to be strongly fostered, 
By. planning this publication to appeal 
ugh the sheer interest of its contents 
calculated that its regular issue, to 
onsumers as well as the trade, would 
irovide one more valuable link for holding 
ether that goodwill which it is so 
tial to maintain just now. 

Olsey Ltd. state that to any reader of 
BUSINESS who would like to see this magazine 

ngle copy, or regular issues, will be gladly 

Address. your request to the Editor, 


«In the 
romotion 
ifficulties 


























been alied "by the pressure of 
conditions to. review our arrangements. 
"War inevitably makes cash of greater 
moment than credit, or at any rate it 
renders essential a quick, fluid turnover of 
capital instead of a broad, slow movement. 
Consequently we have had to encotirage 
a more: prompt settlement of accounts. 
While we have not actually shortened our 
stated terms of business we have adopted 
a slightly stronger attétude than in the 
past. 

In times like these, when uncertainty 
looms as a constant danger, no manufac- 
turer or supplier can afford to finance his 
customers’ businesses. A statement. of 
this kind in no way suggests that the 
majority of customers, themselves business 
men of experience and understanding, 
would wish a supplier to do this. But in 
a world-wide organisation there are 
always to be found customers who' are 
tempted to over-buy and, by deferring 
somewhat the settlement of their accounts, 
are thus able to some extent to subsidise 
their business with suppliers’ capital. 

To put such a policy into effect on a 
big scale, however, calls for the exercise 
of considerable diplomacy and tact. 
Through our approach from head office 
and by utilising the very high degree of 
goodwill existing personally between our 
travellers and their customers we have 
been.able to put our point of view and to 
get it accepted as a necessary measure. 









































Staff Management: Greater Re- 
sponsibility Than Ever Before 


If, before the war, it was recognised 
that management of personnel and the 
maintenance of staff welfare and goodwill 
were the front rank duties of good 
administration, today it is clear that these 
factors have become of even more vital 
importance. Today, management and 
staff are united in a “concerted effort. Our 
policy is operated on this basis. We are 
doing everything possible to promote the 
well-being of our staffs, 

Quite apart from any other standpoint 
from which this policy may be regarded, 
however, it is also an essential measure 
from the purely business point of view. 
As a labour stabilizer these expedients are 
more necessary today than ever. Industry 
at the present moment is unquestionably 
an employees’ market. Competition among 
employers is keen, wages are tending to 
rise, good jobs in government-run 
factories are becoming increasingly avail- 
able Consequently, unless firms do 
provide their work-people with every 
possible amenity, a high and disturbing 
labour turnover is likely to be suffered. 

While we do not think we are over- 
influenced by this purely commercial 
consideration it is nevertheless a factor of 
which we cannot lose sight entirely. Our 
staffs have been carefully and systematic- 
ally trained, We should be improvident 
if we neglected any means of safe-guard- 
ing what we have taken such pains to 
build up. 


Inducing Peace-of-Mind And 
Job-Contentment 


The provision of air raid shelters might 
be considered as just an essential routine 
today. So it may be, but such complete 
air raid protection as we have provided 
for the 6,000 people employed in our Head 
offices, factories. and branches, goes far 
beyond the: essential minimum. ^ Our 
syste : 






instancë, 


/ffice, - for - 


linking up as it do i 
Municipal arrangements “and providing 
accommodation: for over 700 people, is 
considered to be one of the finest A.R.P. 
organisátions in the city. 
By going well beyond the official; 
stipulations and giving the staff safety-in- 
comfort to a` degree that surpassed 
anything they might ordinarily expect, we 
do feel we have given them not only peace 
of mind but that we have provided 
conditions that evoke their appreciation 
too. Those two factors, peace of mind 
and appreciation, are active elements in 
the encouragement of good work, job- 
contentment and mutual goodwill. 


I might mention here that to the public 
address equipment (an essential in any 
large-scale A.R.P. plan) we added an 
electric gramophone turntable and a supply 
of popular records. Thus any enforced 
waiting in the fortified shelters can be 
turned into a sing-song, a sure antidote to 











the malady of "nerves" that might other- 
wise develop in the event of serious 
emergency. 


Incidentally, our shelter accommodation 
is also made available to the public after 
business hours. 

Now that summer time is in force the 
matter of closing hours is not perhaps so 
important. I think, however, it is worth 
mentioning that because of the black-out 
and the desirability of getting staff home . 
at a reasonable hour every night, we 
introduced our summer time working 
hours in the month of January. While 
it was not possible to ensure that employ- 
ees would be home before dark, we did 
at least feel that early closing lessened 
the nerve strain of travelling in the 
black-out. Daily routines, therefore, were 
re-arranged where necessary to ensure 
that the whole staff was able to take 
advantage of the altered hours. 


During the winter months we found 
that the black-out completely upset the 
normal ventilation arrangements in our 
offices and factories. We therefore made 
arrangements to instal means of drawing 
off foul air and providing fresh. These 
measures, we believe, may have helped 
considerably in reducing our sick lists. 


Another measure connected with staff 
welfare is not yet in full opreation but we 
hope, before very long, to have provided 
even better canteen accommodation than 
that which is at present available. Leicester 
is a town sufficiently small to make it 
possible in normal times for the majority 
of the staff to return to their homes at 
mid-day, even though they work in the 
centre of the city. There is, however, the 
possibility that transport conditions may 
become more difficult, particularly in view 
of the large numbers of people who now 
employ trams and buses where formerly 
they used private cars, 


We are therefore in the course of 
building several extensions to the can- 
teens in our organisation and before very 
long we shall be able to provide suitable 
accommodation for the staff to have 
meals. This applies also to all our 
factories in other parts of the country. 


Points such as these may seem small, 
but in total they make the difference between 
a contented and consequently efficient staff 
and.one which is apprehensive, restless 
and does not give its best output. We 
realise that we may. have to face: very 
changed conditions of living before this 


“war is over and these measures will at 


least help all of us in Wolsey to do what 
is required in maintaining the steadiness 
of the. home front 
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How Staff Pension Shes 


Can Help To Prevent Inflation 


USINESS men know well what 
inflation is. They know that, once 
the “vicious spiral” gets into 


general movement, its momentum 
becomes well night uncontrollable . 

to the peril of the nation’s industrial 
life and of the economic balance of 
every individual citizen. 

It is everybody's duty to recognise 
that this danger of inflation has arisen. 
Face the fact: it exists Now. The 
Prime Minister and the Chanceilor of 
the Exchequer have issued warnings 
and urging the co-operation of 
business men as executives in industry 
and of every citizen as units in the 
whole economic frame to resist this 
peril, though in so doing they will have 
to make sacrifices. 


are 


With the nation's industrial effort 
mainly directed to war meeds it is 
obvious that the output of normal 


goods is correspondingly reduced. On 
the other hand, the aggregate of wages 
drawn by employees is at least as great 
as, if not greater than, before the war. 
If, therefore, even an attempt is made 
by individuals to buy from the much 
reduced supply of goods the same 
quantities as they were in the habit of 
doing before the war then the 
obvious thing happens. Demand far 
exceeds the supply and prices of the 
goods soar. Demands for higher wages 
then inevitably follow in the disastrous 





S 


By 


and quite futile scramble to 
keeppace. The spiral starts, 
gathers momentum, and the 
limit is the skies. 

The Prime Minister has 
stressed the danger of this 
linking of wages with the 
cost of living. 

The heavy taxation in the 
September Budget and the 
rationing plans are aimed to 
prevent the vicious spiral 
from gathering momentum. 
Already some movement of 
it has indeed started, as the 
price increases of some 
goods indicate. But such 
initial increases are inevit- 
able and are not necessarily 
dangerous. What is of the 
utmost urgency, however, is 
to prevent the momentum 
gathering. This can be done 
by limiting the demand for 
those goods of which the 
supply is reduced. In other 
words by the cutting down 
of private spending. 

Taxation and rationing 
play their part in compelling 
this limitation, but in this 
country it is very doubtful if any wider 
scheme of compulsory saving would be 
practicable. 


Are Encouraged By The 
Subsidies 


Savings 


Employers’ 


On the other hand, if employees’ 
savings are subsidised by contributions 


from the employer and by the Govern- 
ment (in the form of relief from 
taxation), experience has shown that 


employees gladly respond. 

This is compulsory saving at its best 
and is of great value to the State, the 
employer and the employee—to the 
State because it tends to maintain the 
value of the currency by reducing (or 
deferring) consumption; to the em- 
ployer because it helps him to pension 
employees no longer efficient and also 
makes his staff more contented; and to 
the employee because it helps him to 
provide éor old age. 


Public-spirited employers all over 
the country will recognise the advant- 
ages as well as the urgency of 
reconsidering the establishment of staff 
or Works Pension Schemes which may 
have been "postponed indefinitely" at 
the beginning of the war. Executives 
of many Employers' Federations will 
also be quick to realise the far-reaching 
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importance of this 
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emendous: Asset to. the 
"Nation's Effort 


^'mass accumulation of. the 
ned contributions towards these 
ed Pension Schemes now repre- 
!^& very considerable sum each 
„all invested by the. Insurance 






















THER manufacturers might 
adapt for their own use the 
^ new time-saving systems of pro- 
ion control employed in the Mar- 
Ekco instruments factory associ- 
with this radio manufacturing 
The system keeps a close check 
progress of a wide variety of instru- 
nts from the receipt of order to 
very or placing into stock. 

frol i$ maintained over, (a) the 
gress of a sequence of instruments 
gh the various manufacturing and 
g processes, (b) the stock position, 
dispatch dates, and (d) other infor- 
ion required for continual reference. 
€ progress board is made as shown 
<1). It consists of a in. plywood 
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This is the Progress Board, measuring 3ft. by 2ft. 6ins., 
only for plywood and some headiess Nails. — 


enormou 
represented. by 
the life offices. 


The wider the adoption of this 


mutually: advantageous method by all 


industries (and Sir Robert Kindersley, 
President of the National Savings 
Committee has reminded us that there 
are 350,000 places of business in the 
country) the more wil the Insurance 


rom the Well-Organised Factory of 


K. COLE LTD., Southend-on-Sea 


board measuring 3 ft. by 2 ft. 6 in, 
with a reinforcing frame round the 
Headless nails are. driven in 
where shown, the upper section consist- 
ing of 24 rows of eight pins. The 
24 rows are date-labelled to represent 
working days. Over each group of six 
days a card indicates Current Week, 
Second Week, Third Week, and Fourth 
Week. These cards are moved each 
week one position to the right, the 
right-hand card being transposed to 
the left. This necessitates the re- 
dating of one group of date-labels 
at the commencement of each week. 
In the lower Half of the board a series 
of pins carry metal-edged discs (Fig. 2). 

The instruments made in the factory 
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exchange 
"provision 
.exchange— will be vitally strengthened 











a thorization Section, the sequence 





foreign ^ 
the: 
dollar 


Also, our 
position—especially 
of the necessary 


possible . extent. 


as well. and remember, that every 
contributor to. a modern insured 
pension scheme. can say, with the ùt- 
most satisfaction, "I am helping my 
country, my family and myself.” 






Simplified Works Progress Control 
hat Many Manufacturers Could Use 


are produced. in. small batches ranging 
from a single unitto 25. When author- 
ization to manufacture is received from 
the-sales division, a disc is prepared for 
each instrument in the. batch. ^ Discs 
are numbered in sequence, ^ For ex- 
ample, the disc in the diagram shown 
is No. 4 of a batch of these instruments. 
Vari-coloured discs are used, the prin- 
cipal instruments being allocated dis- 
tinctive coloürs to enable them to be 
readily located. Miscellaneous instru- 
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Fig. 2. Example of the metal edged discs, positions 
of which are indicated in Fig, 1. 


ments are represented by white discs. 

The first stage is to hang the discs on 
the pins labelled "Authorization," one 
above the other in order of manufac- 
ture. The top disc is number one, 
the lower discs following in sequence 
throughout the batch. The pins are 
capable of holding about 12 discs. If 
a second pin is necessary, the top disc 
of that pin would be No. 13. 


The Board Constitutes A 
Visible Index 


As each instrument becomes the sub- 
ject of an order the top disc is removed 
from its pin, and the customer's name 
and a reference number are added to it. 
If it is scheduled to go out within a 
month it is placed in the top half of 
the board under the date it is due to be 
delivered. If a longer delivery period 
is quoted the disc is placed in the sec- 
tion marked “Allocated.” 


A glance at the board indicates the 


- day the instrument is due out, and, by 


ting the number of the disc in the : 


















ment is indicated at a glance. 
‘When the instrument is d 
"the clerk responsible for delivery re- 
moves the disc from its pin and moves 
"Uit to the lower half of the board. The 
‘disc is later collected and filed. 
When an instrument is completed be- 
fore allocation the disc is put on one of 
the "Stock" pins, where it shows at 
a. glance the number of instruments 
‘available for immediate delivery. 
., A separate system is in force for the 
“test of each instrument shown on the 
board as being in manufacture. As the 
instruments are passed from assembly 
sections into "test" a card, printed as 
shown (Fig. 3) is attached to it. The 
tests to be made are listed in the num- 
bered sections, and the engineer carry- 
ing out each test initials the right-hand 
column. 
zo. An examination of the card shows 
immediately the progress made on the 
‘instrument and also enables a quick 
calculation to be made of the. work that 
remains to be done before the instru- 
“ment will be ready for dispatch. A 
corresponding card (Fig..4) is in the 
control engineer’s office. This shows a 










Forgery-Proof 
Cards for 


TRICT scrutiny of all employees 
entering and leaving the premises is 
one of the precautions that must be 
“taken by many firms engaged on certain 
types of government contracting. To 
ensure that no unauthorised person can 
pass is. not always an easy matter. 

To simplify this difficulty a firm of 
photographic publishers has designed 
a range of photographic pass cards that 
defy forgery. 

s^ These pass cards bear the photograph 
óf the holder, name and private address, 
-section or unit of the firm in which he 


or she works, signature, name of 
edssuing firm and any other details 
required. 


(d Every Part, Including Signature, 
is Photographic 


The entire card is produced photo- 
“graphically thus no part of it can be 
faked or altered in any way because, 
even if other signs of defacement could 
be concealed, it would be quite 


Paper Towels: 


INCE the Factories Act laid down 
specific injunctions for the pro- 
vision of clean towels to em- 
Sployees thousands of firms have .taken 
advantage of the benefits offered "by 
the paper towel. 
-< Now, however, comes a new isd 
ment: a service to firms of a regular 
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Fig. 4 (above). 





Fig. 3 (right). 


summary of all the instruments of the 
batch being manufactured. The exact 
progress position can thus be seen at 
any time without reference to the indi- 
vidual engineers engaged in production 
and test. 


Staff Identity 
Workers 


impossible to re-match the exact colour 
tone of any part of the photographic 
reproduction. 

The service provided is that a photo- 
graphic operator will visit firms in any 
part of the country. It takes 
comparatively little time to photograph 
employees and their particulars for 
pass purposes. The average speed is 
something over 250 persons per day, 
though in cases of urgency as many as 
200 have been completed in a morning. 


Any Sort of Detail Can 
be Included 


Standard wording and lay-out of the 
pass cards is offered but firms of course 
can have any wording to meet their 
own particular needs. 

The photographic pass cards are 
washable, and are put up each in a 
small open-faced wallet with non-flam 
transparent face. A specimen pass 
card can be sent to interested firms. 


A New Service 


supply of paper towels plus special 
automatic feed containers supplied free 
on the basis of a sufficient number of 
containers- for the number of paper 


‘towels subscribed for. 


The. paper towel is not only com- 
pletely hygienic (in contrast to the 
germ-communicating possibilities of the 












































textile towel) but it is 
its efficiency as a tow 
absorbent nature ens 
“dry.” And, of course, 
a new towel every time. 

Supplied on a : 
such as this new Arri 
siderable saving ever. ise 
placement costs is enjos r 
to the hygienic adye 
above. 

The used towels, it is alse 
to note, have a was E 
the rate of Ss. per gr 
towels. This naturally ig 
tor that still further i 
economy of the serv 

Cost of subseni 
paper towel service dej 
on the number o 
given period. A 
arrangement, however, 
need feel it necessary 
large orders so as te i 
discounts. 
order only normal considupti 
be considered, or even a sm 
order is sufficient. Then, if it is fog 
later that greater quantities are n 




















It should be emphasised 
this paper towel service js 

a British firm using ali-Bri 

Thus continuity of 
This is one of the 
not the only firr 
position. Hitherto, 
come mostly from 
supplies of these 
course, is, to say 

























































o-day are becoming aware 


© err," says the proverb, “is 
human; to forgive, Divine." In 
the difficult conditions of war- 
fie business many say there is but 
mall place for sentiment. They are 
ong, those cynics. There is a lot of 
om today in business for . . . well, let 
is. not call it sentiment but right think- 
g, or just good common sense. 


ensure Must be CON-structive 
Not DE-structive 


. When, in the office or the factory, 
some mistake has occurred, costly or 
"otherwise, it must be corrected. That 
‘is obvious, but is it necessary that some- 
body "must be made to pay for it"? 

No, says the right-thinking executive. 
'The employee who is hauled up on 
e mat when his error is a perfectly 
genuine one resents blame, censure. 

"It is more than probable that his 
intelligence has already shown him the 
full significance of his action. He 
preciates that it must be corrected. 
-» But to censure is to blanket a man 
“with an inferiority which may be quite 
ünmerited. It is also an affront to his 


Its Job... 


E always regarded it as an axiom 
that one of the first duties of 
“management executives is to keep 
“themselves acquainted with all forms 
of plant and equipment that can help 
make their production more effective, 
“more efficient and more economical. 
Yet from one of the best known 
engineering firms in the country we 
hear they have just received, from a 
ighly placed executive in a machine 
tool manufacturing concern, a letter 
that asks, “Do you manufacture motor 
protective control gear?” ` 
. Now the firm receiving this enquiry 
tells us : "That as about 80 per cent. of 


IE. above note brings to mind the 
dea employed by one large 
y to. make the shareholders 
terested. in what the company 
ures and. to. make the share- 
ctive as buyers of their 


es of all share- 





T his is one of the most important truisms of which executives 


natural dignity. It engenders a resent- 
ment that is not at all to his employer’s 
interest. ° 

The victim may believe, too, that the 
departmental head would have been 
unaware of the error but for the fact 
that someone “sneaked” on him. 

That, again, fosters ill feeling among 
staff workers, with a resultant and quite 
inevitable deterioration of all that is 


implied by that valuable asset—“good, 


team work." 
It is a psychological matter. 
But no reasonable man resents cor- 


-rection or instruction, and the result 


achieved is the same. The error is 
corrected, without those unpleasant 
and insidious repercussions insepar- 
able from a “have-him-on-the-carpet” 
policy. 

The reasonable, constructive-correc- 
tion attitude will kill “sneaking” and its 
subversive undercurrents. It defeats 
those conspiracies of silence designed 
to keep from the management facts 
about untoward, but often highly im- 
portant happenings where work and 
materials are concerned. 


Management that Doesn’t Know 


machine tool makers use our protective 
control gear, and as for years we have 
spent large sums in advertising these 
products an investigation was made in 
order to determine why a firm of such 
standing should be unaware of the fact. 
It revealed that our chief control gear 
engineer had twice called on the firm 
in question; that the local area manager 
had called twice; and that the local 
control gear engineer was also calling 
regularly.” 

It seems unnecessary to comment on 
the responsible management of a vitally 
necessary business which, quite 
obviously, doesn't understand the basic 
function of its job. 


| Sell To Your Shareholders. 


holders are kept on a special mailing 
list and to these names special sales 
letters are periodically sent out. 

As a director of this company said, 
ers in 






par 1 ; 
their. families and their. friends 


igent e c 
well buy I think a good opportunity: is ` 
being missed if a little well thought out . 
sales promotion is neglected. When we © 
have our shareholders’ meetings we. 
always deck the hall with attractive 
displays of our various lines and we 
know for a fact that through our ‘sell 
to shareholders’ idea we have a far 
higher percentage of  shareholder- 
customers than the average firm enjoys. 

“Of course such an idea could not 
be employed by firms manufacturing, 
say, railway bridge components, well- 
sinking appliances and that sort of 
thing, but there are a great many 
concerns in which the method could be 
employed.” 


Facts About 
Factory Lighting . 


TREMENDOUS amount of 
matter has been written about 
Industrial Lighting. From the 


very nature of the subject a vast 
proportion of this matter has been 
highly technical, and a lot of it purely 
theoretical. 

The busy executive however wants 
information on practical lighting: he 
‘has neither the training nor the time 
to study lighting as a science. f 

It is with this fact in mind that we 
specially mention a new book, Modern 
Factory Lighting, just issued by The 
Better Lighting Committee (British 
Electrical Development Association), 2 
Savoy Hill, W.C.2, price 8s. 6d. : 

This book is not only one of the most 
practical we have seen for a long 
time, but it covers the most ground, 
from explaining clearly the character- 


istics of modern electric light-sources .. 


to their detailed application to specific 
kinds of industrial work. For example, 
it explains just what is the “coiled 
coil” filament lamp and just what are 
the functions of the discharge lamp— 
mercury, sodium and the discharge- 
filament combined lamp. The business * 
man frequently hears about these things. 
in a.general way but he does not know 
exactly what they are or how they. 
concern him. 


Factories Act and War 


In addition to the very comprehen- 
sive facts about all aspects of industrial 
lighting, including costs and examples. 
of savings that can be made, this-book 
includes a very important chapter on 
factory lighting as governed by the 
latest requirements of the Factories 
Act and a section on the control of 
factory lighting demanded by war 
conditions. 

The book throughout is splendidly 
supported by high grade illustrations in 
both line and tone. The production 
executive will find this book helpful to 
an extent quite beyond that of ordinary 
lighting manuals. 








A Labour Shortage Yet Still 
Nearly a Million Unemployed 


AN 


EXPLANATION 


By CECIL CHISHOLM, M.A., Business Economist 





GOOD many people seem to be 
puzzled by our superficially para- 
doxical situation. Here we are in 
© the midst of a World War, with every- 
"body hard at work—yet we have at 
least as many unemployed as when the 
war started.. 

We have taxation up to the hilt, 
rationing, and price control—yet the 
~ cost of living continues to rise. 

Every type of business throughout 
the country is booming—yet the west 
end shops and the luxury shops in the 
great cities are still suffering. 


Unemployment Record 
Too Complete 


qe three paradoxes are more 
.apparent than real. Take the un- 
employment situation. The statisticians 
who worked under Sir William Bever- 
ridge to perfect our system of unem- 
ployment records aimed at nothing 
Short of perfection. Almost every day 
Of work lost by every registered man, 
woman and youth in the country 
appears on their returns. As a result 
the first half-million unemployed on the 
"fHists at any given moment would never 
appear on any other country's returns. 
“They are the casual workers, who in- 
.:evitably lose a few days between jobs, 
“the outdoor workers whose work is 
“stopped by rain and frost, the old 
"workers whose names are reasonably 
kept on the register during their 65th 
year for pension purposes, and young 
people who have either never worked 
or have lost their jobs through the 


normal delinquencies of youth. That 
half million is permanent, almost 
irremovable: yet it is in no sense 


normally unemployed. 


Permanent Half 
Million Workless 


Y own calculation is that we have 

53 at the moment not more than 

900,000 unemployed people out of our 

14,000,000 registered workers. Deduct 

^ from. this the inevitable half-million 

d we have a total of 400,000 employ- 
; le eligible for jobs. 







If the Ministry of Labour were run 
by Napoleon instead of the amiable 


_ RETAIL 
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|. IMPORTS 


Mr. Ernest Brown, its most brilliant | 
strategies in the transfer and training | 
of labour would not reduce the figure | 
much below 600,000, because in every . 
army of workers there are the unem- | 


ployables. 


So that the paradox of | 
Birmingham, Coventry, Bolton scream- -== 


ing for workers while the names of | 


900,000 unemployed people appear on 


TOTAL 


the lists, is not so remarkable as it | 


seems. In fact, we already face acute . 


shortage of skilled, semi-skilled and | 


good casual labour. 


Only 60,000 New and 
Re-Entries Per Month 


ET the fact that everybody is so 

busy does not mean that more 
people are at work, for upward of 
1,750,000 men are in uniform and not 
on productive work. It is true that a 
number of women have started work- 
ing who never worked before: but 
there has been no regiment of women 
storming the factories and offices as in 
1914— 18. This simply because they 
were there already. 


| Thousands £s 


In fact a great | 


number of the new women workers are | 


perienced workers to lose their jobs. 

The total of new entries and re- 
entries into industry since the war 
began is around 360— 370,000. The 
withdrawals of workers to the services 
total not less than 700,000, and may 
run to 1,000,000. This gives a net re- 


workers of between 335,000 and 
675,000. 
Should the services claim around 


| 1929—100 


200,000 morg during each of the spring | 


months the total reduction in our pro- 


ductive force will be correspondingly | 


| WHOLESALE| 75 ye 


increased. eu 

Inevitablý the productive capacity of 
the country has already fallen by from 
7 to 8 per cent. There are two com- 
pensating factors. 2,459 factories are 
temporarily working overtime.. Where 
two day shifts are 
of shifts has b 
industries from 
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either unemployed or have caused ex- | 
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duction in the number of productive | 
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irai although these cases are 
exceptional. 


Epidemics and Weather 
set Outpost Figures 


HE extent of production capacity 
is extremely difficult to assess to- 
day. Many of the returns for January 
and February for instance are affected 
by. weather and illness. The output of 
cotton mills fell by no less than 
“per cent. in January; it may fall 
in in February, due simply to the 
s ravages on women workers. 
he harassed footwear industry has 
suffered badly through ‘flu also. This 
has probably been a factor in affecting 
Output just as surely as the bad 
weather with its freezing up of trans- 
port. Generally speaking, however, the 
technicians are able to increase output 
per man per machine less successfully 
than during the last war. Management 
is now so much more efficient than it 
was twenty years ago. 


Better Control of 
Financial Position 


HE financial situation is a little 
. brighter than before. This is 
clearly to be a 3%, and not a 4% or 
|505 war, like the last one. Wages have 
ased to soar since the Government 
Sübsidised essential food stuffs, in order 
to keep down prices, The increases in 
Wages granted in January (£278,000 
per week to around 2,000, 000 workers) 
ply follows the 14% rise in the 
cost of living, and that rise was over- 
due before the war, is now in hand for 
the time. being. 


Improvement 


HE Government’s success in hold- 
ing the price rises further in check 
is reflected in shop sales. In December 
there was a rise of 3.8 per cent. Allow- 
ing for the rise in the cost of living 
this means. a fall of only 10 per cent in 
e volume of sales. The improvement 
as reflected in all districts except 





Central and- 


there was a fall of 10.9 per cent, or 
probably 24.9 per cent. in volume. Even 
this fall was less than a third of that 
recorded in either November or 'De- 
cember, was indeed smaller than any 
month since the outbreak of war. 
There is evidence that the west-end 
shops are at last feeling the benefit of 
evacuees returning to London. Reports 
on the sales of spring drapery goods 
are most encouraging. Finally summer- 
time is bringing women into the west 
end in greater numbers. We may ex- 
pect a small improvement in west end 
and central London sales for these 
reasons: but it would be foolish to 





This 
Government 
“Export Drive" 


What it really means 
to the average 
Manufacturer 


This important question will be 


dealt with in next month's issue 





anticipate the end of à trend which 
has been consistently maintained for 
three years. 


Export Drive 
Moves Slowly 


Dus the month the Govern- 
ment's drive for exports has really 
begun. Sir Andrew Duncan has at last 
imparted some ginger into the proceed- 
ings. Even now, however, the Export 
Councils plans are still largely on 
paper. Only two of the desired groups 
of manufacturers (cotton and wool) 
have so far been formed. May I em- 
phasise that the initial formation of a 
group must be by your own industry; 


from its own imate knowledge of the 
peculiar problems involved, The normal > 
help should also be sought from the 
Department of Overseas Trade on the 
one hand, and from the customs and 
excise authorities on the other. Note 
that the council has the final word as ` 
to whether your industry can or cannot 
export. 

Fortunately the new organisation is 
enabling the exporter to bring his 
grievances as to licenses for raw 
materials, for export, shipping space, 
fixity of price, etc., before the authori- 
ties concerned. The Board of Trade 
will eventually learn that the overseas 
buyer must have an immediate reply 
to his enquiries, that the export license 
must run for twelve instead of three 
months, that there must be a guarantee 
that the goods will not be taken over 
for British Government account. Mean- 
time the Council is serving a useful 
purpose in at least cutting some of the 
red tape and unfreezing some of the 
official jams. 

The failure of American confidence 
to revive has proved to be a double- 
edged weapon. It has mercifully 
stopped the soaring of raw material 
prices, but it has also depressed many 
Empire and Far Eastern producers. 
With so many people taken up with 
the internal political situation it is diffi- 
cult to.see a real revival in the United 
States this summer. Probably this will 
ease some of our production and price 
problems but it will make many export 
troubles even more acute. 


Here's The Great 
Problem 


T main problem of the country 
remains. That of paying for the 
war without causing inflation. How it 
can be done without taxing wages I 
cannot see. Those who criticise Mr. 
Keyne’s scheme for doing this have 
unfortunately no substitute to offer. If 
anything better can be planned, some- 
thing very like Mr. Keynes’s scheme 
will be unavoidable since the gap be- 
tween our possible revenue from taxa- 
tion and borrowing and our total ex- 
penditure can only be bridged by tapp- 
ing the savings of the £250— 1,000 a 
year man. 


Three Vital Duties 
Of Management 


HREE things the average business 

chief can do to help avoid infla- 
tion: He can keep his prices down by 
efficient management and. production 
methods. He can get us foreign cur- 
rency by exporting wherever he has 
the -opportunity and the necessary 
facilities. He can keep his own prices 
down by the ceaseless search for sub- 
stitutes and their ingenious use in pro- 
duction. And that is about all he can _ 
do, but it does amount to a genuine 
contribution. : 

















'old Fast To Your Brand's 
Public memory is short. Deprived of a constant stimulus 
it will quickly lose all adherence to a Branded Product, no 


; : matter how much a favourite that Brand was jn years when 


-its merits were constantly proclaimed. That is the danger 


of ceasing to advertise, an inducement to which, in war 


y time, it is all too easy to yield 


< By N. A. dius EVERSON, 


Masson Seeley & Co. Ltd. 


LANCING through some recent 
issues of the invaluable Statistical 
Review one is almost amazed at 
~ the astronomic sums expended’ by many 

“firms in bringing the brand-names of 
their products to the notice of the pub- 
lic. Thus, in a single issue of that pub- 
lication, covering a period of three 
months only, we find "Kensitas" spend- 

ing. £70,895, “Guinness” £26,022, 

Stork” margarine £23,038, and 

“Aspro” £43,742. 

The interesting thing is that all these 
vast sums are spent to sell the value 
“sof a name, and: not, in any direct sense, 
to sell. the goods themselves. Adver- 
> tising of this kind does not directly 

create sales: it merely increases the 
number of buyers if the product. is 
favourably presented to them at the 

^ point of retail sale. If it is not so pre- 
sented, the increase in sales will be 

“negligible. 

= From this fact one may infer, even 
in normal times, the essential need for 
backing up- national advertising by 
vigorous advertising at the point of 

“retail sale—the one. place where a 

potential consumer is physically in a 

“position to buy the product, and is 

usually in a buying frame of mind. 

In time of war the. matter assumes 

seven greater importance. 














When the Danger of “Pooling” 
Receded 


A big sigh of relief went up from 
call the manufacturing community at 
large on account of‘the Government's 
Apparent intention to back-water on 
“pooling.” ^ Nevertheless, there are 
“many branded products which, either 
by reason of priority Government re- 
quirements, of controlled production, 
¿or of restricted supplies, are likely to be 
seriously restricted in output, or even 
entirely shut down for the duration. 
Jt is a quite natural tendency to limit 
or suspend sales promotion as well. 
To do so, however, is a capital mis- 
ke, for the public memory is short. 
eople can quickly lose their affection 
or a particular brand. which is not 
y. obtainable, especially when 
ar competitive. brands, .or un- 










which are. If the. 


margarine “pool” had been continued, it 
is safe to assume that within six months 
most people would have been thinking 
of margarine in terms of the “pool” 
product. If they had disliked this, their 
reaction when peace comes again, 
would inevitably be to damn every 
kind of margarine as such. If, on the 
other hand, they had succeeded in ad- 
justing their tastes to the war-time pro- 
duct, they woüld later on resent having 
to pay a halfpenny or a penny more 


Making the House Organ Play its Par 


HE 

goodwill comes from an issue of 
the Masseeley (Sales Promotion). Mag- 
azine, house organ of Masson Seeley 
& Co., Ltd. We reproduce it as a good 
example of the constructive, broad- 
policy type of article for the propaga- 
tion of which the house organ is a very 
valuable medium. 

The Masseeley Magazine goes to 
users and prospective users of Massee- 
ley Sales Promotion (point-of-sale 
display) Equipment. It will be seen, 
therefore, that while the article is: of 
wide general interest to business men 
and definitely helpful in their business: 
thinking, it has at the same time a. 
subtle appropriateness for inclusion in 
the Magazine. It is a good example 
of writing and editing the kind of 
matter likely to achieve the double 
purpose of usefulness to the reader and 
to the company issuing the publication. 

Many firms who go to the expense 
of producing house organs fail to get 
maximum results from their outlay 
because the matter they publish is not 
well conceived. Either it is too obvi- 
ously sales chatter, or, in an attempt 
to avoid this character, it inclines to 
the other extreme by irrelevancy. 

e 
House Organ Compensates for 


Many Absent Factors 


In these days when printed. matter 
can do so much to compensate for 
promotional activities that have been 
restricted by the war, a well planned 
house organ offers greater possibilities 
than ever before. 

For exampl 
articles - 


above article on brands and- 


; ley Mas 


Go 


for something different. 

This means, to a.na 
like “Stork,” that his tre 
penditure during the pre 
educating his public to 
brand with a view to ct 
stable market for it, h 
True, it may have bror 
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fresh and Patre | in the ae 
public which can no: longe 
is to persist in recalling 
the individual. customer 
where she formerly 
place where, in bu 
tory substitute, she is natu 
to be thinking, perhaps longing 
the product she can no longer ¢ 
Marsh Hamis, for example, are ¢ 
this to-day. 






























































‘Masseeley Magazine 
vantage can be taken 
bilities. "Beating the BI ae 
retailer or store 
tö be interested in rea 
gestions. fot this topic 
and the Buying Hal 
Create New. Outlets 

turers”: articles on 

of customer habits 
"Commercial Re 
advice to look into 
internal working c 
had to suffer war-ti 
“Slogans That Sell in Wo 
topical ideas tò capture 
interest. 


Well Edited Articles Play a 
Double Role 


two 









Now all those articles 
on their own merits as 
helpful contributions 
business thinking of 
business men to wh 
ected. But, in additi 
that highly valuable 
does, by skilful 
Masseeley note of pro 
it at those points v 
the natural trend anc 
articles. Thus a ni 





served between the 
faults so often 
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we cite the chief contributions, as 
s.in compiling the main body of 






















































be too 


\ AR constricts credit. Not a busi- 
YY ness nor an individual escapes 
vs «the grip of this tightening move- 
ent. To meet the more insistent de- 
ands of creditors the business man 
t.therefore exert more pressure on 
‘collection of money due from his 
customers, He must do this, too, 
hout in any way jeopardising his 
st-vauable asset—goodwill. But that 
e manner. of requesting payment 
uld be so entertaining to the debtor 
at.he should deliberately contrive to 
‘ceive more of such correspondence, 
, perhaps, a novel experience. 


This Is The Letter That Was 
* Different" 


andling a large number of small 
anxious to counteract the 
dency to. over-step its -ordinary 
nthly terms of settlement, recently 
out the following. letter : 

‘T wonder whether it seems Sto you, 
it often does to me, that the one 
reat thing which looms up over the 
Nar horizon is MONEY ?. Colossal 
s hardly a big enough word for it, 
f for the reactions it has upon all 
‘us who are trying to carry on 
siness. 

At all events the War is all tied 
oup with money, but money is far 
more tied up by the War. 

'That i$ why we are asking all our 


ew importance. 
ation is essential. 








he managing director of a firm © 


gazines that. most house organ 
editors have the greatest difficulty, that 


of deciding ^policy." 


an a Collection Letter 


Good 


By C. F. PLOWMAN 
Director, Dartnell Corporation Ltd. 


friends to keep strictly to our monthly 
terms and let us have payment in the 
month following date of invoice. 
The amount we have to your debit 
is only the little item of £2 13s. 9d., 
so it cannot present any difficulty on 
the score of size. It is just a matter, 
lam sure, of your arranging for our 


statement to be taken off the file and ` 


for a cheque to be drawn. There are 
ten more days to the,end of the 
month, so please don't think I am 
suggesting. that payment is in any 
way overdue; I am just asking you 
to. be kind enough to see that our 
small account does not get carried 
over into March. 

Thank you ever so much for your 
goodwill and interest. 

Most Cordially," 


The effect of this gently worded 
letter was, in one instance, surprising, 
and certainly prompts the question at 
the head of this article. The reply ran 
as follows :— 

“We were very pleased to receive 
your letter of the 17th February and 
in its method of approach it was of 
great interest to us. We feel sure 
that although the appeal of this letter 
is unmistakable, it will not be 100% 
successful, and you have, we feel 
sure, a series of such letters—poss- 
ibly more appealing than the one we 
have already received. As we are 
very anxious to receive these further 


x How to 
control Responses from Direct Mail 


LECT mail selling, and sales-support by post, have now assumed 
But to secure the maximum results proper 


How to control responses as a whole: to get the maximum benefit 
ach order: to follow-up to the fullest each enquiry: to be able 
a dnce. sélet tecto, and. connie trends per product, per 


yo 
from sending our cheque post-haste, 
lest we miss the following letters. 
"As you say, there are still ten days 


more to the end of the month, so we. | 


are wondering whether you would be: 
kind enough to let us have a sample 
of these. further letters for our col- 
lection per return so that we can send 
our cheque off to you before it be- 
comes overdue. Thanking you in 
anticipation," — 

We are all familiar with salesmen's. 
talk at exhibitions, fairs and sometimes 
in our own offices which is so enter- 
taining that we stand and listen so as 
not to miss the flow of talk, But that 
customers should find collection letters 
amusing enough to make a hobby of 
collecting them will, in the experience 
of most, be something new. 


Other Firms Sought to Borrow 
The Idea 


So much evidently depends on the 
psychological effect. This same letter 
drew from another quarter the follow- 
ing comment :— 

“I am now writing to you to say 
that I rather like your letter and 
with your permission I should like 
to.make use of it at some future date 
(without of course mentioning your 
name), in our journal which we cir- 
cularise monthly to the trade. 

“My idea is to write something ow 
the difficulties of obtaining money 
nowadays, and then quoting your 
letter as an example of one I saw 
which struck a new note. Would you: 
have any objection to this?" =~ 


Anyway, This Letter Pulled 
65 per cent. 


One can only be guided by the effect. 
likely to be produced on the average: 
mind, avoiding the too clever and 
always bearing in mind the action de- 
sired. In its actual collection affect the 
first-mentioned letter pulled 65 per cent. 


First Classify Waste 
Then You 
Can Reduce It 


N all manufacturing processes one 

of the most vital needs is to reduce 

waste to an absolute minimum. © But: 

to check waste effectively it is neces- 

sary to ascertain its source and its 
cause. 

'To assist these investigations one 


manufacturing concern classifies aH 
waste into its two main groups: 
"natural" and “unnecessary.” 


first of course, results normally from 
the ordinary. course of processes; the 
second ‘covers all other causes stich as 
defective material or workmanship, etc. 
lysing the waste in this man- 
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Office Economies Into Practice 


| | Paper Economy Is URGENT 


| Writes W. PURT, Secretary, Imperial Typewriter Co. Ltd. 


= G6 AS à company engaged in work 
B of National importance we are 
' taking very seriously the Gov- 
-ernment’s efforts.to economise-in the 
use of raw material of all kinds and we 
„are deeply concerned with the lack of 
co-operation generally. 
“We are indeed surprised that the 
eriousness of the country's position 
ith regard. to the supply of raw 
;Amaterials is not being more earnestly 
“considered by industry as a whole, and 
“awe are convinced that within a very 
"Short time we shall have to wake up to 
the fact that economies not voluntarily 
undertaken will be forced upon us b 
circumstances. : 
"We think you may be interested in 
the accompanying circular en the ques- 
tion. of paper economy which we have 
distributed throughout our own offices 
and depots. 











In-Coming Mail Reveals Un- 
warranted Extravagances 


"Examination of our incoming mails 
still reveals that little is being done in 
this direction by other manufacturers. 
-Continuation sheets for letters are still 

«being used often containing only two 
lines of typed matter. Advertising 
brochures and pamphlets are still being 
sent out in elaborate wrappings and 
-expensive envelopes, many of which 
could be rolled and sent by half-penny 
post in wrappers. 
~ "One example of avoidable waste is 
à letter just received, written on an 
expensive die-stamped quarto sheet: 

- ‘We enclose postal order for 2s. 6d. in 
“settlement of attached invoice.’ Apart 

from this unwarrantable waste of a 

‘ s¢ostly letter-heading, no letter at all 

was, in fact, necessary. A moment's 
reflection by the writer would cause 

' him to realise that in addition to the 
-normal cost of making a remittance, he 
"has added at least sixpence, when the 

cost of stationery and typist’s time is 
taken into consideration. In this case 

; ‘the unnecessary additional cost is a fifth 
“of the value of the remittance sent. 

“We do feel that the greatest pub- 
licity should be given to this question 
-of economy, and if you care to make 

use of this letter and its enclosure we 

. feel that we shall be playing a small 
“part in helping the Government in their 

"wise campaign. In fact so strongly do 

we. feel about the matter that we have 
sent a copy of this letfér to several 

+ publications." 














The Circular issued by the Secretary 
of the Imperial Typewriter Co., Ltd, 
to staff throughout its organisation, is 
as follows :— 


PAPER ECONOMY 


Some time ago a circular was issued under this 
heading and many economies have been effected on 
account of it. 

With the introduction of paper rationing, how- 
ever, further economies are now necessary, as the 
volume of paper we have been able to use in the 
past will not now be available. The following 
rules must therefore be adopted forthwith ;— 


SHORT LETTERS: Lettere to outside firme (not 
Depots an gents, where a special note paper is 
used) which do not warrant a full-sized quarto 
sheet, shouid be written on octavo note headings, 
whieh are obtainable from store, Reference: . P-U3. 
Post cards must be used wherever possible as théy 
save both stationery and postage. 

BANK PAPER: it is becoming increasingly gifi- 
cult to obran stocks of this and in order to con- 
serve ii, its use will be eliminated wherever pps- 
sible for letter copies, Carbon copies of out-going 
letters must be made on the backs of the lettera 


to which they are replying, and bank paper carbone 
must only be taken when— 


l. The in-coming letter is written en both 
sides of paper. 3 

2. The out-going letter is not replying te 
a letter coming in. 


So Is— 


Time and Effort Economy . . 
Says the MANAGING DIRECTOR of this Firm. 


AW materials are not -the only 
things in which economy is 
essential just now. Economy of 

time and effort are equally important, 
especially to those thousands of firms 
that have had to make drastic reduc- 
tions in staff. 

The following memo issued: to the 
staff of a firm that comes within. this 
category might well be adapted as a 
general issue by firms similarly placed. 

An interesting point about this 
memo is the way in which the manag- 
ing director, right in the opening sen- 
tence, censures himself for the kind of 
lapse against which he is about to warn 
his staff. 

In an announcement of “instructions” 
such an agimission of human frailty 
on the part of the chief himself is 
unusual. Its confessional note, how- 
ever, is far more appealing than would 
be the same request dictated. as a 
straight injunction. 

In these days which are so full of 
“Don’t do as I do, do as I tell you" 
tactics, this managing: director's order 
will be received as a welcome contrast. 









BORAP PAPER: W 
which orinar E 
aper basket, must be 

suy sheep whieh is 
plain on. the oth: in uw 
to. ent these. inte ectüvó 
with & ple of paper fü 
on. the desk. 


LISTING MACHINE ROL! 
reinserted i 
Teverse side of the paper 
run & peneil through 
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&erap pad purpose; if riot qe 
twice. 
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Thousands of Firms Can A 
This Saving 


It might be mentioned t! 
letter to us was typed c 
a single sheet; and ihat 
hat had alte 
used orte side.— Ed. 


back of à sheet t 














MEX Lee 


The memo runs às folio 


Our servies depariments 
Mr, ), dhe Sha 
lavising department (Mire 
ment {Mra ———), ae 
cause, like the rest of as, t 
reduesd “staff with a oc 

1 passed a printing | 
day: By the time he i» 
turn over to the. printer he 
work on it. how 
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both sides, 
in quicker resub 
i wouhl 
mind and w 
anything fr : 
fnished a job and as 
yok ean. 
iso don't 
Jobs that ar 








AH for any work o +h 
. absolutely necessary and piod 
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FTE control and return to suppliers 
of empty cases, barrels, drums, 
wrappers, etc., for which a charge 
made is very often a haphazard 
r, frequently left to a junior clerk 
hout much supervision, whilst the 
ores or goods receiving department 
oroften tend to treat packages as a 
necessary evil to be lost, destroyed— 
or returned, if and. when convenient, 
t.a scrutiny of the average manu- 
turing company's purchase invoices 
illoreveal that the annual charge for 
cking materials adds up to a con- 
derable figure. 
-The problem is not solved by ignor- 
ig packing charges, for if the execu- 
ve responsible for passing accounts 
Or payment adopts the arbitrary pro- 
dure of deducting all packing charges 
m' his payments, the charge remains 
ss thé packing is returned, and 
much correspondence and argument 
ay ensue with numerous suppliers 
about empty packages alleged (but 
ithout much' proof) to have been re- 
arned and not credited. 
simple and effective system to take 
arc of these charges was devised by 
he writer and has been working suc- 
essfully in this company for some 
ears. 
"The clerical work involved is carried 
out in the office, the only contribution 
"the stores being the insertion in two 
laces of a date stamp on the day. the 
ackage is returned. The method adop- 
Ki is ‘shown by the accompanying illus- 
ion. 
piece. of carbon paper is inserted 
ween the small ‘ ‘flimsy” and. the card 
b ow. The flimsy is fixed in the book 


ffà 
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TO; ACCOUNTS DEPT: 
Foy 


VLE Pert fo:day.to. 


Invoice Charge. 7 LE > 
hhivice No/ 2229 Due LL, 


Dear Sis 










Date 


————— P RC 





(LC. (Acbdag) Cars btd. High St. Thames Dion, 


We have returned toyou today Case 
No. JGH charged on your invoice dated lat fan /quo No. "269 


Please credit our account, quoting 


mplified Plan for Handling Them 


y R. P. BULL, Secretary and Accountant ? 
C. (Acedes) Cars Ltd., Thames Ditton. 


and perforated twice (a) at the bind- 
ing and (b) between the smaller and 
larger portions of card as shown. The 
reverse side of the larger card is also 
printed with the words post card, and 
the postage stamp panel. The proce- 
dure is as follows :— 

l. The invoice clerk examines the 
purchases invoices when they are re- 
ceived from the suppliers. If an in- 
voice shows. a returnable packing 
chárge he makes out a card as illus- 
trated, inserting the card reference 
number on the invoice to show he has 
“picked up” the packing charge. It will 
be seen that he is able, from the in- 
formation supplied on the invoice, to 
complete the whole of the card with 
the exception of the line marked Date 
on the larger card, and Date Returned 
on the smaller card, and the Credit por- 
tion of the small card. 

2. He tears out the whole of the 
card, turns it over, and addresses the 
post ‘card (reverse) side to the supplier 
of ate package, 

. The whole card 
EA 


is sent to the 


4. When the stores return the paek- 
age to the suppliers the stores manager 
inserts the date in the two places al- 
ready mentioned, tears off the post 
card and sends it to the postal dept. 
for posting, and the smaller card back 
to the invoice clerk. 

5. The invoice clerk inserts the cards 
in numerical order in a suitable cabinet. 

6. When the credit note for the 
package is received from the supplier, 
the clerk completes the Credit portion 
and places the card in a "Completed" 
cabinet. 

It will be seen that this simple systenr 
has the following advantages :— 

1. It maintains effective control of alI 
packing charges. 

2. The “flimsy” is.a permanent re- 
cord, useful for checking purposes. 

3. The cards in the “open” cabinet 
show at a glance what packages have 
been returned awaiting credit. 

4. The stores dept. is not burdened 
with the clerical work of making out 
advice notes, etc, 

The reference: number shown on 
k post card is quoted by the supplier 
on his credit note, enabling the invoice 
clerk immediately to identifv the cor- 
responding card in his open cabinet, 

6. The amount of credit due is imme- 
diately determined, and a. summary of 
the cards 
of the packages awaiting credit. 


Trimming Packing Costs to 


Preserve Your 


By WILLIAM T. 
HEN it first became recognised, 
many years ago now, that a pro- 
duct in a container was easier 

and more economical to pack, transport, 
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g above reference. 
Yours fai ly, 
AC. (Acedes) CARS LIMITED 


oa eatin Ail teat 





















‘The ^fimsy" ‘mentioned in the text is shown. here, folded back, on the extreme left of the card. 
The reverse of the larger section. (right) et the card is a headed post-card, 


NORMAN 


Profit Margins 
F.C.I. 


display, advertise and sell than was a 
similar product "in the loose," à new 
factor in selling was introduced, 

Since that time such a demand has 
been steadily: built up for containers, 
packs, boxes, ete, of all kinds for al- 
most every kind of product, that to 
advise on the technique of pack utilisa- 
tion and-to make and print the various 


types and styles evolved, there has 
arisen an entirely new trade, 
Within this new trade itself, the 


trade of designing, making and printing 
containers, | tremendous competition 
developed. Such a pitch, in fact, had 
this competition reached that in the 
past few yedrs prices had fallen, in a 
great many cases, to figures that were. 
quite uneconomic. In some lines prices 
had sunk so low and, stimulated. by 
fierce compétition, deliveries and ser- 
vice-had become so good. that many 


Continued on: Page 29. 


at any time shows the value «| 
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Of Your Road Transport Vehicles 
How to Caleulate Them 


By H. SCOTT HALL, M.1.A.E., M.1,T.A. 


SERS of road vehicles do not 

need to be told that their transport 

costs are rising. If they looked no 
further than the one item, the cost of 
the fuel they use, that would be a 
sufficient indication of the trend. 

The cost of fuel (and much inferior 
stuff at that) has gone up by as much 
as 28 per cent. already, and there is 
no guarantee that a further increase 
will not occur. On the contrary, that 
further increases will take place is the 
much more likely event. 

Actually, every item of operating 
cost is affected. The price of lubri- 
cating oil is higher, tyres are more 
expensive, maintenance costs are up; 
and so, in the more or less near future, 
will be the prices of new vehicles, if 
indeed that has not already occurred 
in some instances. 


Seven-Ton “Oiler” Taken As 
Standard Example 


No one can deny the wisdom of pre- 
paring for such a likely eventuality, 
endeavouring to estimate what the 
increased costs are likely to be, and 
deciding what steps should be taken 
to offset them.  Hauliers will do so 
by increasing rates; passenger vehicle 
operators by increasing fares; and 
ancilary users by the selling price of 
the goods they make and carry in 
their own vehicles, so that there may 
be no loss as the outcome of these 
rising: vehicle operating costs. 

It will be helpful to take as an 
example a 7/74 tonner oil-engined 
vehicle and to see how present costs 
of operation compare with those of 
the near past, making provision for 
increases in all the items mentioned 
above. 

Assume that its average consumption 
of fuel is at the rate of 14 m.p.g., and 
of lubricating oil 800 m.p.g. Its tyres 
give an average life of 30,000 miles per 
set, and its cost of maintenance, in- 
cluding all that the term implies, that 
is to say, minor and major overhauls 
as well as routine upkeep, washing, 
polishing, greasing and oiling, adjust- 
ments of all kinds, and so on, averages 
one penny per mile. 

Previous to the war its running costs 
approximated to the following: Fuel 
. Oil, at 1s. 2d. per gallon, one penny per 
mile. Lubricating oil, at 4s. per gal- 

lon, 0.06d. per mile. Tyres, at £80 per 


Eos. 


set, 30,000 miles per set, 0.64d. per 
mile. 

For depreciation I am going to 
assume that the complete vehicle, with 
some particular type of body, painted and 
lettered and fully equipped, cost £1,080, 
so that, for the purposes of calculating 
depreciation, its net cost, taking away 
the price of a set of tyres, was £1,000. 
If it was depreciated over 20,000 miles, 
the provision for depreciation must 
have been 1.20d. per mile. The total 
of the foregoing, including the penny 
per mile for maintenance, is 3.90d. 

Now, with fuel oil up to 1s. 6d. or 
Is. 7d. per gallon and lubricating oil 
5s., the figures for these two items 
become 1.30d. to 1.36d. per mile for 
fuel and 0.08d. for lubricants. A set 
of tyres will now cost £90 to £95, so 
that this item increases to somewhere 
between 0.72d. and 0.76d. Maintenance 
will cost from 1.20d. to 1.30d. per mile, 
and there is still depreciation to be 
considered. 

In thinking of depreciation, the 
operator should, for the purpose of 
ascertaining his running costs, have in 


mind what he will have to pay for a 
new vehicle when his present one js 
due for replacement. If, therefore, T 
assume that the new vehicle will cost, 
all told, about £1,200, and if I take à 
net figure of £1,100, then the depreci- 
ation provision per mile must be 1.32d, 
The total of running cost is thus some- 
where between 4.62d. and 4.82d. per 
mile, according to the extent to which 
the foregoing assessment of increases 
is true. That is an increase of from 
21 to 23 per cent. on the pre-war costs. 

That is not, however, the full story. 


Fixed Charges, Increases Are Not 
So Great—Y et 


There are still the fixed charges: to 
consider, and, although there are 
additions to some of these also, the 
increase. is nothing like so much, in 
proportion, as that just indicated in 
respect of the running costs. 

In the end I shall show that the total 
percentage increase in operating costs 
is not quite as much as the figures 
quoted aboye. 

Of these fixed costs it may be taken 
that the tax £70 per annum, and the 


garage rent £26, remain unaffected, 

for the time being at least. Wages are 

likely to rise: m the case of many 
Continued on Page 30 





Gas: 250 cu. ft. Equal One Gallon 


Aus likelihood of gas becoming an essential war-time fuel is i 
Some municipalities are well ahead with plans for filling 


on producer gas. 


cussing attention 


stations, Bradford Gas Dept, for instance, has eight, and Leeds is also providing 

gas-filling facilities. At Normanton, near Leeds, the Whitwood Chemical Co. (where 

this photo was taken) have a special plant for charging the gas into high pressure 

cylinders. At present, however, a barrier to the use of high pressure cylinders exists 

in the Ministry of Transport's reluctance to allow any weight concession in respect 
of the cylinders, 
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E Comptometer Pegboard is 
designed to simplify some of the 
complexities of routine still found 
many offices, particularly on analysis 
istribution work of all kinds, Its 
bject is to :— 

(1) Eliminate much re-writing of 
gures, both in detail and. in. total; 


d 

(2) Give all figures in a more 
convenient and flexible form. 

Vhen the above two main objects 
re: achieved then the, following 
are. introduced  auto- 


TY, Time Saved. 

. (2). Greater accuracy because less 
opying naturally means less chances 
of: error. 
(3), Important figures . available 
éarlier and therefore more valuable 
to- management. 

. (4). Pegboard slips can be used to 
provide greater’ variety of statistics 
at less. cost. They also . afford 
handier comparisons. 

(5). Flexibility makes the system 
equally suitable for Sales, Purchases, 
Incoming Orders, Wages, Stores, 
Labour, and Material Costing, 
Expenses, Branch Summaries and 
any other kind of work that calls for 
an analysis by various classifications. 


How The System Works 


Wherever possible the - original 
cord or document should be in such 
fm that.it will go on a pegboard, 
hus-avoiding any re-writing whatever. 
it may be an order form, inyoice, 
Jvsheet, expenses voucher, summary 
branch returns, Tob Cost statement, 
stores requisition, but in all cases 
é ideal is obtained if the primary 
ord can be put on the pegboard and 
marised without re-writing and 


e the case of E. R. Halford Ltd., 
large scale baker in Yorkshire. The 
m shown in. the illustration is an 
‘oice-cum-order. | The following is 
outine :-— j . 
Operation 1: Customer fills in 
quantities required of various goods 
nd hands the order (in duplicate) to 
the vanman, or posts it. | 


forms are spread on the pegboard 
with an overlap that leaves the 
quantities showing. 

"Operation 3: Ouantities are cross- 
ast, line by line, on the Compto- 
meter and. totals are entered on a 
blank sheet at the end. 


Operation 4: These totals are added 


on 2: Top. copies of the 





down to agree with’ cross-cast of the : 


bottom totals, thus proving the work 
before. removing forms from the 
board. 

Operation 5: Totals form the first 
slip on the next boardfull, so that 
running totals are secured all the 
time until all the forms have been 
added. 

Operation 6: Final summary, of 
course, shows totals of all goods 
ordered, thus showing what has to be 
baked during the night for next 


morning's deliveries. It obviously 
becomes their Sales Analysis as well. 

Operation 7 : Forms are then priced 
out to form combined delivery note 
and invoice, after which they go to 
the Packing Department to show 
what is to be sent to each customer. 
The duplicates, of course, are 
retained by the office in case of 
query. The majority of customers 
pay cash on receipt of the goods, but 
others have a credit account and have 
their statements monthly, The speed 
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This is the Invoice-cum-order Form described here, 




























sare not affected by such consider- 
ations. 





Sales Were Improved 


in the above scheme it was found 
possible with the same staff to get the 
"complete information to the bakehouse 
by 8 p.m. instead of at nearly midnight 
under the old method. This made a 
tremendous difference to the finished 
goods; they had a more attractive 

"appearance and there was less spoilage. 
Earlier deliveries were also possible, 
which appealed to the customer and 
increased their sales. 


Using Collating Strips 


. It may not always be possible to use 
the original document, but the pegboard 
can still. be, used to advantage by 
having an intermediate or collating 
strip. 

The items are added by groups from 
the original record straight into the 
Comptometer, or, if: two. or three 
Comptometers are, used by each 
operator, two or three groups can be 
added at each handling of the original 
records, 

-- The group totals shown in the Comp- 
‘tometer are then written on a pegboard 
















For use with the 
Comptometer Distribution Beard 


Traveller 






































and accuracy of pegboard operations 









same guage, enables the same alee we 


produce different groups of figures. in sales an iy! 


can get each traveller's daily sales in all limes, 


daily sales by weights, 
all travellers. You can 


strip and these slips in turn can be 
used for producing further totals by 
areas, travellers, goods,. styles” of 
packing, and by daily, monthly or 
yearly periods just as required. 

iAs an example of this method, the 
small slip, Fig. 2, is used by one of 
the largest Cocoa and Chocolate Manu- 
facturers for sales analysis. 

They first sort copies of their 
invoices by travellers. A Comptometer ~ 
operator, using. three Comptometers, 
then goes through each traveller's batch 
of invoices taking the three most 
popular lines first. The three totals 
are then entered on the pegboard slip 
and the next three lines are taken. This 
goes on for all main groups (about 
twenty in all) and, as soon as every- 
thing on an invoice has been taken, it 


Management Policies 
Be Flexible 


It must be able to perceive the need for such change-overs as thi 
be able to put them into action. 


LEXIBILTY is the one thing 
above all others that any system 
of management control must have 
if it is to get the best out of conditions 
as they change almost from day to day. 

The way in which a quick change of 
major sales policy, for example, con- 
siderably increased sales for a food 
manufacturing concern can be quoted 
as an instance. 

Over a number of years this firm 
had spent a fortune on a system of 
sales control by products. By means 
of an elaborate cost accounting system 
the management was furnished with 
monthly P/L statements on each 
product in its long line. 
that a certain product was. losing 

: the line. 


If it appeared _ 





quantities or styles of 


dater get monthly, 


all these groupings. 


is discarded to save 
this means, the bat 
ably quickly. 

adding. the 

anid agreeing with the 


by B the appropriat 
the pegboard. 
The above are just two 
uses for the peg! 
adapted for practi 
analysis in every cle 





that a good many of these sup 
unprofitable products 
business builders, eve 
figures showed then: to 
So the system was cha: 
of trying to control 
products, the control w 
territories. Territorial p: 
were set up, and each 

was given a specific. prot 
management was fhus 
quickly any territóry 

producing its share of 
expectancy, and could at inte de 
thing about it. 

T he result has been a 
in net profits. ‘Th 
that.more compar 
their earnings by” 
testion of territo 
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RES of busy firms have proved 
that increased effeciency has resulted 
from the use of dictating and trans- 
ing machines properly “installed in 
centralized transcribing department. 
wever, a good many executives still 
ject: to such an arrangement, and 
ich prefer to have their letters taken 
shorthand. 

The reason for this, I believa; is that 
y have never had the privilege of 
ng.a.dictating-transcribing. system 
ich functions properly. ‘Too. many 
izations. go into such a thing in 
uphazard way and then throw it up 
ut actually giving it a fair trial. 


T rthand Conidered Inadequate 
>for This Work ` : 


has its pláce; there's no 
But its place is not in 
fice where many executives 

large: number of letters 
| day." We became convinced of 
fact several years ago, and de- 
to try dictating and transcribing 












first the executives, departmental 

s and other correspondents and the 
graphers rebelled, as was. tobe 
cted. Our first step, then, was to 
1" the correspondents and the steno- 
phers on- the use of these machines 
the fact that they would not.only 
money for the company, but that 
ouid à also be more convenient to 


















There is a messenger service for pick-up 
* and deliveries. which visits every dictator 
every hour, insuring speedy service. 


2 All rash correspondence or letters to go by 
® air mail are tagged with a red signal for 


‘One proof reader reads all letters for style, 
punctuation, typographical errors, thus sav- 
he time of typists who do not read letters. 


Keystroke counters used on all typew riters 
* to determine basis for bonus payments to 
Operators in transcribing department. 


y We Prefer a 


Eight Expense-Control é Time-Saving Ideas 


Equipment 


system, obviously, was going to have 
to sell itself, and to do this we knew 
that it must function as nearly perfectly 
as we could make it. 

It was. very necessary that both 
correspondents and stenographers 
thoroughly understand the handling of 
the machine. A little booklet of 
iustruction was written for the corres- 


pondents, and a supervisor who under-. 
transcribing . 


stood the use. of the 
machines was placed in charge of the 
stenographic department to train the 
girls. A manual was prepared for the 
stenographers, covering not only the 
use and care of machines, but the 
style in which we preferred our letters 
to be written, as well as a list of terms 
peculiar to our industry. 

The booklet of instruction for the 
correspondents gives first a brief dis- 
cussion of. the advantages of the 
dictating machine. Then the corres- 
pondent is instructed how to mark his 
indicator strip. so that the stenographer 
will know exactly what each mark 
means. The necessity of consistency 
will be obvious. 

The correspondent is instrficted as to 
how to mark his corrections, and is 
told why it is necessary that he does 
not forget. to do this; how to make a 
correction after a lettér has been 
completely. dictated—or. even when 
several letters have followed the. one 
to be corrected. He is told how. to 
indicate the required number of carbon. 
; of each 1 letter, and how to mark 











5 Instead of individual bonuses, the girls re- 
è ceive a group bonus. This plan stops com- 
plaints that certain girls get most difficult work. 


Modern equipment, including posture chairs 
* and special tables—not desks—are in use 
to eliminate fatigue. 


* out and obsolete, and. before it begins to do 
poor work or hamper production. 


Carbons are padded between second sheets 
è so that girls lose no time stuffing carbons. 
These carbons are saved and repadded. 


wor 
















is traded in before it is worn 
































centralized Correspondence Dept. 


by 
VIRGINIA YOUNG 
he mark the length of. his letters, for 


otherwise the “stenographer cannot 
-balance a letter properly on the page, 


and the appearance will not be good. ss: 


He is asked to send correspondence 
with his dictation whenever it is 
possible. If the correspondence does 
not accompany the cylinder, he is asked 
to spell unusual names, and to use the 
standard Western Union code when 
dictating letters of the alphabet. 

Al the mechanics of using the 
dictating machine. are’ «completely 
explained, with nothing left to guess- 
work. The little. booklet is intended 
not only to instruct.the correspondent 
in the use of his machine, but to. “sell” 
him on the use of that machine. It 
has done its job so well that “Robot 
Rose". (as the dictating machines are 
called around the office) is often spoken 
of with something akin to affection! 


Maintaining | Smooth-Flowing 
Error-Proof Routine 


A simple, but effective system of 
pick-up, file, and delivery of cylinders 
and . correspondence insures good 
service to our correspondents and 
executives. One girl is assigned the 
duty of messenger, and every hour she 
makes a+ trip. to the. desk. of each 
correspondent, delivering completed 
k and picking up that to be. 









































lovers ly Space than a box of aga A, / 


Here's the new enclosed desk model Ediphone. 
It's a streamlined masterpiece of sheer efficiency. 
A beauty to look at! Compact as a box of 
cigars. With its use you'll get out letters in 
20%, to 50%, less time. You'll be independent 
of the need for a shorthand writer. Memos, 
notes, instructions, spontaneous ideas, recorded 
as you think of them. Just like telephoning 

and as easy. Saves your time and your Secretary's 
time too. ‘Say it to the Ediphone’’ and post 
early. ‘Say it to the Ediphone '' and leave 
your mind free for the real business problems. 
Executivesare invited to writefor full particulars 


or FREE DEMONSTRATION at their own desk. 


No obligation. (Phone: Holborn 9988.) 
THOMAS A. EDISON LIMITED 


Victoria House, Southampton Row, London, W.C. 1. 


Branches and Dealers in all principal cities. 


COMPLETELY ENCLOSED 
HANDSOME - DUSTPROOF 


EDIPHONE system or 





For recording Telephone conversations, Board-ro 


minutes of public meetings, spe 


SAVES YOU AN HOUR © A DAY 
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"mumber of each cylinder as it comes 
^ into the department, the name of the 
E responded, and the time the 
cylinder was received. She then places 
"the correspondence folder on a shelf, 
| filing it according to the time it reaches 


^ ade 






line. 

Rush or air mail work is indicated 
by a little red tag stuck into the 
indicator strip pocket of the corres- 






oS 


' the department. The cylinders are pondence folder. Such work is filed in 
"fied numerically in a rack, being a separate compartment, and is always 
© placed at an angle so that their emptied first. 

































The same girl who picks up and 
delivers correspondence also shaves 
the cylinders and delivers these to the 
correspondents at stated intervals, 
seeing that their cylinder racks are 
always full. Her combined desk and 


Protecti Drawings in 
ANY works managers, engineers 
and draughtsmen are up against 

the problem of providing suitable war- 
time protection for their valuable 
drawings. One of the most satisfactory 
methods is by the employment of this 
special Planfile, an insulated steel 
cabinet capable of holding up to about 
4,000 drawings. 

In the event of fire the inner 
temperature of the cabinet is kept down 
by two separate methods of insulation 
—asbestos and air. The lid is specially 
constructed to prevent the entry of 
water from fire-hoses, and inside this 
lid there is a visible index to all the 
drawings in the cabinet. 

Another feature is that a single lock 
enables all drawings to be quickly 
locked away in an emergency, but dual 
locking (Braemer locks) may be applied 
for added protection in the case of 
highly confidential drawings. 

The drawings themselves are filed in 


‘numbers are plainly visible. A separ- 
‘ate little compartment is partitioned 
for each cylinder. Such a rack large 
“enough to hold 150 cylinders, takes up 
‘a space of only about 3 by 5 feet on 


Lert :, 


Sectional view of Planfile 
showing how springs provide com- 
pression, 


Centre: Showing principle of com- 
pression, nine springs being repre- 
sented by nine pairs of hands, 


Tog EHE 


p ed T f 
shaving machine is close to the desk 
of the supervisor, and she is subject to 
call at any time. 

Jecause it is hard to see one's own 
mistakes, and because one would not 
always recognise mis-spelling, improper 
punctuation, etc., our stenographers are 
asked not to read their letters, but to 
give them to a proof reader. This girl 
is thoroughly skilled at this work and 
also knows how a letter should look 
and how it should sound. She returns 
any letters that require correction. 

Occasionally the supervisor reads 
a few letters transcribed by each girl, 


War-Time 


large red rope folders which slip into 
spring-compressed pockets. They are 
easily removed or re-filed, and the 
patent method of spring-compression 
prevents the drawings from slipping 
down or becoming creased and "dog- 
eared" whilst in the cabinet. 

Draughtsmen will appreciate the fact 
that drawings are filed or referred to 
from a standing position—no stooping 
or climbing is necessary as is the case 
when ordinary plandrawers are used. 

The Planfile introduces three main 
savings : 

l. Time by permitting drawings to 
be found and referred to in a fraction 
of the time taken by other methods. 

2. Money as the Planfile costs 
considerably less than steel plandrawers 
sub-divided. 

3. Floor-space of which it saves 
anything from a third to a half that 
occupied by ordinary cabinets. 
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Tops or FoLDERS — 


Tors oF DRAWING 

















RicHr: Cross section of Pilanfile 
pocket and folders on line AA, 
showing folders containing tracings, 
held in vertical position by springs. 










The best systems and equipment 
are Gledhill Brook. British 
entirely. Suitable for every type 
Write for 
copy of new book, " Time Means 


of office or factory. 





TIME RECORDERS LIMITED 


38 Empire Works, Huddersfield. 









One Machine does the work of Two 


Continuous Form Billing in addition to regular typing 


Your typewriter actually does the work of two machines 
when used with ''Fanfold" Continuous Form Adapter, 
because the many time and money-saving methods of the 
Continuous form Billing Machine are added to all the 
advantages of regular typing. 


"Fanfold" Continüous Forms typed over our Attachment 
effect savings in Billing time and costs, ranging from 17% 
to 78%, without affecting the operation of the typewriter 
for regular correspondence and other purposes. 

“Fanfold’ Adapter places no strain whatever upon the 
iypewriter carriage; because of the very simplicity of cen- 
struction and operation there is nothing to get out of 
order, 


anfo/, 


YaADE MAGE 


> NORTH CIRCULAR ROAD, LONDON, N.W.2 


Telephone : GLAdsto re 5477 (3 lines) 












Equip. your office with Sbannon Offic 
Your staff wil be able to handle 
without delays, errors, and confusi 
planned office, fitted with up-t 
enables more energy to be concent 
through work im the speediest 
and economic way, as all 

placed just where it shouk 
ensures that departments 
economical limits, thus, admi 
and management more productive 
our Office Planning Consult 































OFFICE EQUIPM 





“SHAN 













Epirmingham . Bristol . Manchester . Liverpool. New 


INTERNATIONA 
COIN COUNTING MACHINE CO. | 
COLLEGE ROAD, CHESHUNT, Herts. 


TELEPHONE : 
WALTHAM CROSS 3354 




















AUTGMATIC 
COIN SORTER 
TYPE K.i. 











These inexpensive Sorters provide: 
a speedy and efficient. method 
of sorting monéy. They are 
Substantially constructed from 
carefully selected Mahog- 
any fitted with steel mesh, 
They are used by Wages 
Departments, Stores, ete. 
all over the World, Many 
Sorters supplied more 
than 20 years ago 
are still used, 


























‘Manutactueers aad Peleetwey 
“The Rapid" Letter Openers: 
Rapid” Emele Semere aeo Coki 
Token Counting Waohies, 





ESTABLISHED 1909. 


P SHOWROOMS AND SERVICE DEPT, 
133-141 ROSEBERY AVENUE, LONDON, E 


CIPHONE: TERMINUS 5255. 





























































ell on, the work being done by the 


oof reader, 


Stenog graphers Must Do Their 
"Part In C hecking 


ë stenographers are expected to 
rect. any minor flaws of grammar 
quight creep into a letter, and call 
on of the correspondent to 
aring inconsistencies or mistakes. 
he major responsibility for turning 
od letters rests with the corre- 
ndents themselves; they are not 
ected, to put down a jumble of 
"ds for the stenographer to wrestle 
| as best she can. [t is made 
ctly clear to each correspondent 
he is expected to do his part to 
hake the system function efficiently 
d-satisfactorily, by being careful with 
s dictation. 

correspondent whose dictation is 
sistently poor is asked to listen to 
s own dictation; then listen to adetter 
d by someone who does the Job 


stenographers are paid on the 
mtive plan.. Each girl is assigned 
quota, commensurate with her hourly 
=. When she passes this quota all 
t additional work is accumulated in 
jonus account. 

fe. use keystroke counters, or 
ometers, which makes the recording 
the amount of work done a very 
le matter. The stenographer 
ily takes the reading in the morning, 
"again at night, subtracts, and there 
vcr total production for the day. 
trokes acquired on letters which 
written because of a mistake on 
part of the stenographers are, of 
rse, deducted from the steno- 
her’s total; otherwise we should 
fice accuracy, and be paying twice 
one piece of work. If the mistake 
: fault of the correspondent—not 





he m 

so that he 
future, but the keystrokes. are 
deducted from the operator’s total. 

All stenographers are expected to be 
able to do all types of work, the new 
girls being started on comparatively 
routine letters, and working into more 
difficult ones. 

Because our incentive plan is based 
on the production of {he group rather 
than of the individual, there are no 
hard feelings about having to take the 
difficult work. 

Briefly, here is how the plan func- 
tions: Let us suppose that Mary Jones 
has a base rate of 40 cents an hour, 
but turns in 42 cents worth of work 
each hour of the day. She has 
contributed, in an cight-hour day, 16 
cents to the bonus. Lillian Black has 
à base rate of 46 cents, and turns in 
49 cents worth of work each hour. She 
has contributed 24 cents toward the 
bonus. Esther Smith has a base rate of 
50 cents an hour, but contributes only 
48 cents worth of work each hour of 
this particular day, creating a 16-cent 
deficit which must be deducted from the 
total, leaving the net bonus 24 cents. 





not 


Keeps the Work Bálanced and 
Pay Equitable 


Each girls strokes are averaged 
every two or three months (oftener 
with new girls) to be sure that she is 
not being underpaid or overpaid. 
Unusually difficult or easy work will 
balance out in that time. 

This system automatically eliminates 
slackers, for anyone who does not carry 
her share of the load can soon be 
spotted. 

Equipment in the  stenographic 
department is always of the best, type- 
writers and transcribing machines 
being replaced whenever they will not 
do neat and" efficient work. Posture 






can guard against itm the. 


typi ks, but are simply 
flat tables, with à set of ' 'cubby-holes" 
sitting on top, behind the typewriter. 
These cubby-holes are compartments. 
for the various kinds of envelopes and 
stationery used, as well as carbon paper 


and tissue, on. which we make our 
carbon copies. Everything is at the 


stenographer's fingertips without um- 


necessary reaching or opening and 
shutting of drawers. To increase 


efficiency, tissues and carbon sheets are 
padded and supplied to the girls in this 
form; all they need do is count out the 
required number of sheets and tear 
them off; no time-wasting picking up 
and. jogging of sheets is necessary. 
When a letter has been completed the 
stenographer removes the carbon sheets 
with one quick jerk, and places them 
in a box to be reused. 

Note: The foregoing article was written 
by Virginia Young of the Gates Rubber 
Company of Denver, U.S.A. But as the 
principles involved are precisely the same 
as those to be considered in any manufac- 
turing concern in this country we have, 
for the benefit of our readers here, 
reprinted the article from our "opposite 
number" in the United States, American 
Business-—Ed. 
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This Is 
National Advertising 


66 UR advertising is designed to 
help make sales, not for us 
but for the dealers who sell to 
the consumers. Our dealers turn our 
national advertising into local adver- 
tising by putting the product itself out 
in front on their counters where it will 
be seen. Together, advertising and 
point-of-sale display are successful in 
keeping the consumer sales pot boiling.” 
PHILIP K. WRIGLEY, 
Head of Wm. Wrigley Jr. Company. 











bale of 75 tbs. weight. 7,000. gold. 






IUNTER PENROSE LTD. 





New Series No. 1. 


The Gompactum Waste Paper Baler makes. Heavy timber—steel re-inforced—for paper, 


card, boxes and heavier material. Makes 


bale 110-190 ibs. 








(Dep B.), 109 Farringdon Road, London, E.C. | 


Phone : 












New Series No. 2, 
All steel double compression for rags, card, 
paper, swarfe, etc. Makes paper and card 
bale about 200 ibs. 
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and Effort Economy 


(Continued from Page 19). 


Make things as simple and straightforward as pos- 
sible; don't be over ''fussy"—that usually means 
extra expense." 





BE CAREFUL ABOUT THOSE “RUSH” JOBS. 


"I would like, too, to touch on the question of 
"rush" “jobs. Again all our service departments 
—— studio, buying, printing, circularisin are 
working with smaller staffs, We cannot afford the 
luxury of having enovgh staff to take care of 
"leeways''; we have got to be eure that our service 
staffs are producing every hour of the week. 

Consequently we want the flow of work to be as 
even as possible, Rush jobs are now more difficult 
to deal with than normally, By and large, jobs 
have got to take their turn and are worked on in 
order of receipt. Consequently if you want a job to 
be out by a certain timo, tarn it over to the service 
department as long before as is possible, and get 
à specific date for its delivery. 

The Studio department and the circularising 
department bave instructions that jobs must take 
their turn; that only the direetor of each section 
of the business can authorise a “rush” job to be 
put before other jobs. This isn't to say, of course, 
that all our service departments are not eager and 
willing to oblige in every possible way and to rush 
stuff through as fast as they can, But in orc 
be fair they have got to treat every depart: 
equally." 








'The above memo was circularised by 
enclosing a copy in every pay-packet. 
This method is favoured as one that 
ensures a hundred per cent. "reader- 
ship.” It is considered much more 
effective than posting on notice-board 
or even than passing round as an inter- 
departmental document. 





Trimming Packaging 
Costs 
(Continued from Page 20). 


product manufacturers using packs had 
correspondingly reduced the prices of 
their goods and, of course, did not need 
to carry very heavy stocks. 

The outbreak of war, however, 
brought about a sudden and unforeseen 
change. Very few manufacturers of 
paper and board, box-makers, printers, 
and so on expected an immediate con- 
trol of all stocks. The bulk of paper 
and board comes from abroad, freight 
has gone up, deliveries are delayed, and 
the raw material for the former choco- 
late, cigarette, face powder and other 
boxes, is diverted to more important 
uses. The problem now arises as 
follows : 

A well known maker of cake flour 
was packing a certain line that retailed 
at 6d. per 8-oz. packet. The pack con- 
sisted of five components : (1) the con- 
tents; (2) a waxed paper liner; (3) a 
four-colour attractive carton; (4) a dis- 
play outer to carry a dozen packs, and 
(5) a heavy board dispatch outer for 
transport by road or rail. 

In arriving at the selling price of 6d. 
per packet, the five units were sub- 
jected to rigid. costing. After allowing 


But now I can face the largest audic 


without a trace of stage fright 


HE Annus Dinne of our Association—well- 
known executives in the industry present 
and without a word of warning the Chairman called 

on mé to speak—and my mind went blank! 

I half rose from my seat, bowed 
awkwardly, and mumbled,''I'm afraid 
you'll have to excuse me to-day," 
and dropped back in my chair. 

Speechless—when a few words would 
have made me! "The opportunity I 
had been waiting for all my life—and 
I had thrown away! Lf only I 
eonld have -made a simple little 
speech—given my opinion of trade 
conditions in a concise, witty, interest- 
ing way, I know I wonld have been 
made for life! 

Always I had victim of 
paralysing stave fright. Because of 
my timidity, my diffidence, I was just 
nobody, with no 
others—o! pushing myself forward. 
No matter how hard I worked, it all 
went for nothing—I could never win 
the worthwhile positions, the impor- 
tant offices, simply because I was 
tongneé-tied in public 

Then 1 discovered how to overcome 
my stage fright—and 1 was amazed 
to learn that I actually bad a natural gift for public 
speaking. With the aid of a splendid new method, I 
rapidly developed this gift, until in à ridiculously 
short time, I was able to face large audiences- 
without a trace of stage fright! 

To-day I am one of the highest paid men in gur 
industry. Searcely o meeting is held without by being 
asked bo speak. My real 
long by stage fright, is now re 
am asked to conferences, luncheons, and banquets as a 
popular after-dinner speaker. This remarkable training 
into 4 self-confident, aggressive speaker 
conversationalist—in a very 





meetings 
speeches 


been a 


ingly 





ability hich was hidden so 






gnised by everyone, I 





has made me 
—an easy, versatile 
short Lime 
No matter what work you are now doing or what 
may be your station in life; no matter how timid and 
self-conscious yoienow are when called upon to speak, 
you eun quickly bring ont your natural ability and 
| become a powerful speaker, Now, through an amez- 
ing new training, you can very soon become an 
outstanding influential speaker, able to dominate one 
man or five thousand 


In Twenty Minutes 
a Day 


This new method is so delightfully simple and easy 
that you cannot fail to progress rapidly. Right from 


What This Free Book the 
Will Show You. 
How to address confer- 


How to enlarge 
vocabulary 

How to speak before your 
club or lodge 

How to propose and 
respond to toasts 

How to address board 


How to make after-dinner 


How to train your memory 
How to acquire a winning 
idea of impressing personality 
How to sell more goods nes 
How to overcome fear ant 
How to write better letters " 
How to develop self- x 
confidence 
How to converse interest- 





the start you will find that it ny easier amd 
IT to express yourself. Thou uen amd 
women have proved that pending only 20 minutes 
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great improver 


Send for this 





your 
Amazing 
ey 
erit t 
Morm 
being sent tc 














ale n you 
vancomans 
n ition and | standing, 
ind real success spy of this 
truly remarkab 
book You 
find it as 





think 
ing. Speaking and 
writing as breath 
is to lile. Post the 


your daily 


coupon — NOW 
No eost N 


ob ligatiar 


THE SPEAKERS’ CLUB 
PSYCHOLOGY PUBLISHING CO, 


LTD 
Dept.B/ES21, Psychology House. Swinton, Manchester, 


a — — — — ———— 


THE SPEAKERS' CLUR 
PSYCHOLOGY PUBLISHING CO 
Dept. B/ES21, Psychology House, 

Swinton, Manchester 

Please send me, FREE and without any obliga- 
tion, my copy ef your inspiring book "How to 
Work Wonders With Words," and full informa- 
tion regarding your Course in Effective Speech. 


LTD 


Name 


Address 
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DON'T TAKE 
THE RISK — 


of incomplete 
Fire Insurance 





















When the firemen go. home, the 
| fire is all over for them, but the 
Joss to you has only just begun. 
“Unless you have Loss of Profits 
Insurance as well as a Fire 
Policy, you are only half insured. 
A post-card, or a phone call to: 
our.nearest Branch (there are 
-180 of them) will bring. you full. — 
information on the subject. ^ 




















Ge AS CORPOR. 
MITED 


‘Assets 20,006 ji 
Chief Offices— pr 


eneral Buildings, Perth, Scotland 
General Bdgs., Aldwych, London, W.C.2 


























ide a simple, thoroughly efficient record- | 
ping system. Any entry can be found | 
ckly as a word in a dictionary. No | 
dead '" or blank leaves to waste time and | 
‘ Leaves have not to be re-written or | 
anged as records grow. Economical in | 

rst cost, maintenance. and space. British | 
hroughout. Several patterns of record | 
leaves stocke 
nents supplie at short notice. 


“SPECIAL OFFER: 
obin! Looseleaf book, Sin. x 8in., 
sund full maroon buckram, com- 
plete. with A— dex, and. 200 
leaves any stock. pattern or ruled | 
"feints, cash or double ledger, on7 
days? approval. ; 
















i.price substantially increased. 
| culty, 
| following manner : 





y 
|: paper printed in two colours; 


leaves to individual require- | 


; 3.90d. 
_ the 
i Now, with the increases above speci- 

the cost will lie somewhere be- 
en £1,070 and £1,100. The net 
is thus somewhere. 
between 15.55 and 18.8. The average is 


| fied, 


was left. for 


p 
“per cent. gross profit. To 


margin of 


| all appearances this would be a sound 
| business. 
| came faced with these changes in the 
| situation : 


But this manufacturer be- 


1, The contents, being imported, were 


| affected by a rise in freight and in- 
; surance rates; 


2. Waxed liner unobtainable ; 
3. Cartons subject to 100 per cent. 


| price increase and deliveries not guar- 


anteed ; 
4; Display outer, type of board used, 


| unobtainable; 


5. Dispatch outer, price increase 100 


L. per cent. 


The net result of such a condition 


| might mean that the line would have 


at any rate its 
The diffi- 
was overcome in the 


tó-be discontinued, or 
however, 


1. Contents must still be imported so 


“quantity was reduced to 6-ozs. to offset 


increased T etc., charges; 
Discontinued and replaced 
a ae powder-proof strong 
4. Discontinued. 

5. Size increased so that, while actual 


| cost per unit is increased, a less number 
| per thousand packs is used. 







production, is ‘still able to maintain a 
reasonable margin of net profit, _ 
There are many instances where... 
methods such as the above will have to 
be put into operation. To the manu- 
facturer of confectionery, for example, 
wrappings can. be reduced in weight of 
paper and numberof printed colours. 
This need not affect the attractiveness . 
of lines, if careful thought is given to i“ 
the blending of layout and colour into 
a suitable design. sod, polly EON Dir 

Very few lines, in fact, will suffer 
from the sales promotion point of vie 
by being packed w ith fewer wrapping: 
and in plainer containers. Plaintess 
does not mean commonplace. Eye- 
appeal can still be made with the more 
modest handling of colour and design. 
If any manufacturer finds difficulty in 
achieving this object there are ‘still 
available the services of expert 
advisers. 

Whatever is done to economise in 
the pack, however, nothing should be 
done.to.jeopardise the quality of the 
goods it. contains. The national, . as 
well.as the personal duty of the manu 
facturer today is to maintain his busi- 
ness, his prestige and his goodwill, for 
it is on these things the foundation of . 
post-war business will be built. 
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The Rising Costs 


of Your Road Transport Vehicles 


(Continued from Page 21). 


haulage contractors the findings of the 
Central Wages Board, when they are 
implemented, as is expected to happen 
almost immediately, will mean, in 
effect, an increase in the weeklv wage 
bill If he has been paying £169 per 


annum to the driver of this 7/74 tonner, 


that sum including provision for 


| national and other employee insurances, 


he will shortly have to find £195 per 
annum instead. His insurance premium, 
when next paid, will most likely have 
risen from, say, £36 to £42. and when 
he pays for his new vehicle he will 
| have to debit his accounts with £44 on 
account of interest instead of, as now, 
£40. The total annual fixed charges 
will thus be £377, instead of £341. 
Now, if this vehicle is covering 
36,000 miles per annum, its total of 
operating cost, pre-war, was that 
number of times the ruming cost of 
per mile, which is £585, plus 
£341 fixed charges, £926 in all. 


rease per cent. 


about-17 per cent. 
: ‘Oy other. 








below. for sample, stating 


ing spare parts, due not to the manu-. 
facturers, but to the ‘necessity for ^; 
getting a certificate of priority before 
the maker can release the spares, 
involves delay of from two to four or 
even five days. That is a dead loss to 
the owner and means an addition to 
his operating expenses which cannot be 
caleulated with any degree of accuracy. 
For this reason I suggest that a 




























incomparably smooth and > < 
long lasting, their standard - 
of quality never varies. 
MADE IN ENGLAND 
KNOWN THROUGHOUT THE 




















If you have any difficulty 
in being supplied, write 
direct to the address 










degree’ you prefer. 
y NCHL Co Ltd.. LONDON, 

















ef) mo This Apparatus gives » ) 
PHOTOGRAPHIC COPI 
OF ANY DOCUMENT, DRAWING, BLUE PRI 


in a few minutes in your own Office 











percentage increase in 

hith, in my. opinion, operators are | 
ustified in claiming. | 
he. above article. is reprodiced by courtesy ot | 


O., Gazette,” Organ of the Associated ' 
Co., Ltd., PORE Vehicle Builders, | 















NO DARK ROOM 
NO FOCUS 

3 British: Patent 
NO SKILL - iur ForeignPending 











SAVES ERRORS . 
SAVES TIME 
IDEAL FOR A.R.P 
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vorst shod, this implicatii ‘does not 
ply to artificial lighting in the offices 
f a certain firm that makes electric | 
. light bulbs. | 
= At a visit recently to the General i 
-Electric Co.'s Osram lamp tory. we | 
conducted our talk with i | 


Ruthurstats are used by leading Banks: 
Insurance Companies, Engineering, 
Industries. As a general ut 
is unsurpassed, but do not forget 
mediate use for A.R.P., for copying 




















~ the “best lighted—probably the 
“Vighted—that we have ever seen. 
The illumination was provided by | 
two inverted opaque parabolic reflectors | 
vertical s s and each 
AO t bulb. This | 
i the white 
; iv shadow- | ——e 
less general illu n to the order | 
forty foot candles ! 
2X What indirect eee of that | 
J exceptionally high standard means can 
" be gathered from the fact that, even 
^soday,in thousands of offices the arti- 
ficial illumination at the work surfaces, 
even. with direct lighting, is as low as 
“five foot candles, while eight to ten 
foot candles is accepted almost univer- | 
sally as a very good standard of 
lighting. 



















s ASTOR HOUSE, ALDWYCH, LONDON, we 
HOLBORN 4737 





Keep your Typists alert ai | 
—equip them sli with EVERTAUT Gaus 

o Office Posture Chairs, Upholstered $ 
colours, these chairs are strongly 
; steel with well padded seat and bac 
They give a correct seating posit 
eliminate fatigue even during the harg 
. work. Whata boon they'd be in pow 


OWS | EVE 


CALCULATORS LTD. "LIMITED se 


1 5 Proprietors: J, B. Br. Cau, Td. 


C Offi re Chair: 
HOLBORN  VIADUCT, ounty Office Postur Chatri 
E.C. 1 


have a limited number of 
Accounting machines of 
well-known makes in 
excellent mechanical con- 
dition. for disposal. 


Fully Guaranteed and ser- 
viced by expert mechanics 




































@INTERESTING 
ANNOUNCEMENT 





























No Sensation of Over-Brilliance: 
On the Contrary... 











to the Osram executive 
iess.of his lighting. He 
ed if w :experienced any feeling of 
X^ We:certainly did not. 
the general feeling on 
.day of very cold 
of bright sunshine 
used to just the right 















watts for lighting | 
ice measuring as nearly as we can | 
er, about. 18 or 20 feet square, | 
a pretty heavy consumption of | 
current. But against that expense | 

must be balanced the mental effect of | 
"the sensation that one is enjoying the 
. tempered sunshine of high summer. 
: Even in normal times the moral effect 
ing able, during working hours 
ughout the long gloomy winter, to 
the illusion of summer. is 
M extreme importance, but 


Further information with 
pleasure if you telephone 


CIT*4093/4. 





















the presen de 


NO MAN CAN KNOW TOO MUCH | vital than ever. | el 
| And finally, quite apart from any or- "E 
OF HIS PRODUCT || consideration of illusion, however -€ used illumination of 40 foot cand 


Tec iE Lui i beneficial that may. be, there is the it is pretty certain that up and down 

t. e è 

ye. of six actual diamotrical | basic advantage of such a standard of the country there would be some revise 

wii ti MER magnihcations, | ülumination—ability to see properly ideas about the average standards of 
u in i 

strength or weakness, Whether | without strain to the eyes, lighting now existing. 

you are engaged in manufac- : 

turing, buying or selling, it is an 

ally of real value, No instru- 

ment you can buy, will more 


quickly justify and pay for itself. | | Two Useful Special-Purpose Pencils. a 


For the el 


























enitiüy. of every conceive- 
able obje at, metals, tools. fabrics, pid i 
minerals, precious Stones, dnt, print : . +m . P s So 
manuscripts, blologiral aud botasieal OR marking or writing on. glass, "colour wash" pencils in a range of 


è , ent dges, f. d a = E * 
thee, mv ran erias, rand mum china, highly polished metal and seven colours. 
p the 
rgo pre stntstumany ance (o similar, surface sa British firm produces ‘Lines drawn with these pencils, when 
nitherto unsuspeeted data, which can be H 4 
i encil known as the “China- Washed. over with water colour paint 


used to advantage, | a specia; 
à peice is £2-10-0 vomplete ine up s A s : or t 
The pice is £2-10-0 complete ines graph.” This pencil (in various colours) diluted ink reject the wash and 


spare bulb, battery, and trans 



















measuring seule. Postage abroad, 2/6 E $ : : stand out. in brilliant prominence. The 
" or 7 ^8 < a a 2 fe 

FAHREN HM j Sives an extremely clean line. — balance of colour upon designs made 

e a eus company [1c For draughtsmen, fabric. designers, yj th "pencils is immediately 


RICHARD BOCK i 


eda ara $7 Finsbury Court, Finsbury Pvt., i | advertisement lay-out artists, etc. this ated. when the „background is 
escripiise 


on request, London, E.C.2, Phone: Nat. 358. || firm has produced avnew line of washed over, 


LEABANK 


Scientific Seating 
FOR INDUSTRY 











An Automatic ] 






For F aetories - 







Will improve the comfort, health and 
work of your staff in office and factory 
Write on your business heading for 
‘£ s. d. BOOKLET’ 
Jl on Scientific Seating 

| to LEABANK CHAIRS Ltd. 
13, Imperial Büildings, 


56, Kingsway, 
London, W.O.2, 







COMPLETE blacking 








By s act? 
ntial for safety, A di- 
med light can. be used 
especially where thé.door is 
screened or heavily curtained, 
where it faces a o^ or is © 
covered by à porch. A dim- ~ 
ming effect can; oi-course be 
obtained. "by. cö écting a 
_ second Jamp in s with thes 
existing light: and. controlling ; 
mra : 5 : : sous the circuit y means ofsa 
e CUT Black-out Switch, 
A FREE SERVICE : à Dm ae i This Automatic Switch- 
Dimmer, however, combines 
a lampholder, switch and all 
the necessary interconnection 
in one compact unit. Thi 
s that the 1 stallation 
cömpleted in. à 
es. AIL the. wiremag 
a à has. tó do is to interrüpt. the 
oripment e nd Incese | Pe — oou he lampholder 
E ery ind of ME, am : | WM and ceiling ds connections 










'*A real BARGAIN { 


BURROUGHS ACCOUNTING MACHINE 
Class 20 - VERY LITTLE USED 


BOX 509, “Business,” Whitefriars House 
Tallis Street, London, E.C. 4 
































Subscribers are entitled to free advice H 
‘on. any problem arising in their own 
businesses under the following heads: 




























Management (budget. "Pransport (internal 
sti and external. costing, 
Sn maintenance, eto). 

















stocks, personne 
troi, ae 




























Insurance — (büsiness 
» Aectg. (any and persona) over, 
Factory Act, ete). 






Switch Dimmet and. 
to the easy-f 
provided, Since. 
bodies a standar, 
holder, 

yaried on, 
required ai 


































Cash Registers, Coin Changers, Wage Payers, Cashiers, ‘Calculators, Time Recorders, 
and All Business Appliances, Adding Machines and Duplicators HIRED AND REPAIRED 


SAVE TIME—HIRE AN ADDER FOR STOCKTAKING 
































ADDOGRAPH p THE 
The Simplest Portable NUMORE 
Adding, Listing Au on 

Machine * copy- 

E OLDER 
Delightful nares the 
to use, typist’s time 

and your 
notepaper. 


Tap the lever 
and the line 
guide moves 
down. 
Price, as 
illustrated, 
30/-. 
And cheaper 
model,  21j-. 





8 col. to add from 1d. to £99,999 19s. 11d. 
9 col. to add from 1d. to £999,909 19s. lid. 
also for ordinary numbers, decimals, etc. 
Hand and electric models with or without 

a wide paper carriages. 
No Modern Office can afford to be without one. 


THIN EDGE ERASER 


Acts like propeller 
sharp edged. Best q 
2nd quality nick 
Refills 1/8 p 


SPECIAL OFFER 


NEARLY 
Ledger Posting, | 
and Account 
Loose Leaf, 
| Writers, wit! 
| Adding and Subt: 
| makes, at bar 



















ROTARY CALCULATORS ALL MAKES 
-." FROM £10 10s, 


For all calculations. 
Muitinlies, divides, 
adds and subtracts 
in 1/10th time taken 
to do so mentally 
15 X10 Xd 
Tens transmission in 
all dials from 
9 105. 
Write for details. 






























NO MORE ERAO 
THE GUARANTEE 
Rapid Automatic Add 
Rests fat on the I 

Foreign money, Decimal 


THE 81J0U QUIET PORTABLE 7 s 
and Feet aud ine 


Its quietness ‘and light touch are real aids to 

efficiency, while its compactness, lightness, re- 

‘liability and beautiful work make it THE BEST. 

With four-row standard keyboard, complete in 

case. (Weight 8 lb. nearly 2 lb. lighter than 
all other 4-bank portables.) 


£14 14s, Od., 
kis: models from 
s 


Ordinary 


m, evo, 


FOR PODKET | 
Ga DESK (| 







So Simple Any 
one can use i 



















complete "in fase. 
ELIMINATE LOSS 


AND 
FRAUD BY USING 
A “SAFEQUARD.” 
THE BEST 
HEQUE 
PROTECTOR 


Used by leading Banks and firms. Do you realize 
that an altered cheque is your own liability-- 
Great Bargain £10 10s. each. 


Al makes of Cheque Writers at 
half usual prices. Ask for list. 


USE ORDINARY STAMPS & 
SAVE 80^, IN POSTING TIME 


And let your business-getting jetters look 
like personal letters with actual postage 
stamps by using the TAPPIT stamp affixer, 
Cheaper and quicker than a post marker, ail 
stamps fixed, checked and counted in one 
operation. British made and guaranteed. 
Price £5 58. 





When ordering state for 
Also a cheaper po 
and Indian mone 
























Firerenistiny or 

ermin-proof Stee T : 
Office Cupboards, c 
| finished art green, UNIQUE 


HE j 
lever loek, dupli- TA Ppiy Swinging & 
2ft. "high. "Ab /- | Detachable 
14 in. wide, 
12 in. deep. 













AUTOMATIC BEALE € 
MING PENCIL. Very useful fa 
applies guid x 
post free, Ši 
to apply moist 

















LETTER TRAY SET 

































930 i A big aid to “SS = gummed paper, enve 
is ace £3 efficiency, |, 5 z 1/8, post free 
18 in. deep, All trays lift co & = BARGAINS in FILING 
6 ft. high, 2 ft |. , 9 @ pue : PRESERYE D 
wide, 18 in. deep, interchangeable, = = JUB LETY 

awing -out of T NITET W ; ; A Recor 






as illus- EA ` ds 
trated. £5 uir Cag a dust and fire 


bi 
All Carriage paid. : i using our Arf Green 
Other sizes in stock; CUm : i Vertical Steel Eas 
Half the price of Running FILIN 
CABINETS 
4 drawers, 4to, 



















Number of Trays per Set. Complete with post 
Material of Trays. 4 Trays 3 Trays 2 Trays ERE UH nina 


Light or Dark Oak 38/6 33/6 29/6 carriage paid. 











wood. 
Essential for stor- 
ing Books, Papers, 
Box Files, Letter 









Trays. x Approximate internal 
Other Furniture Real Mahogany 50/- 45/- a0/- dimensions of trays 
equally cheap. Steel, Fshd. Art Green 50/- 45[- 40/- 134 X91 X23 inches. 








TEMPORARY TYPISTE SENT OUT. 


T4, CHANCERY LANE {Holborn Ead 
Works: Great New 8t, ECA London, W 
























This Factory on Elstree Way occupied by Henderson Safety Tank Co. Ltd 
u 


OTHER FACTORIES READY FOR OCCUPATION 
(VARIOUS FLOOR AREAS) 


LONDON’S FINEST 
FACTORY SITE 


within elecen miles of Charing Cross 


OTHER FACTORIES 
acquired by: 
Messrs. YARDLEY & Co. Ltd. 


Perfumery Manufacturers 


* 


ROYAL NATIONAL 
LIFEBOAT INSTITUTION 


Maintenance of Lifeboat Engines 


* 
Messrs. CARIBONUM Ltd. 


Typewriter Ribbons and Carbon Papers 


* 
Messrs. S. E. OPPERMAN Ltd. 


Agricultural Machinery 


* 
Messrs. BABCOCK &WILCOX 


Engineers 


and numerous other firms of 


THE 


LAING 
ESTATE 


ELSTREE 


ONE MILE FRONTAGE TO BARNET BY-PASS PUBLICITY 
ON BRITAIN'S MOST IMPORTANT ARTERIAL ROAD 





high standing 130 ACRES OF FACTORY LAND FACTORY SITES AVAILABLE AT 
A GOOD HOUSING ESTATE FOR MOST REASONABLE PRICES 
WORKERS ADJOINS HEALTHY SURROUNDINGS 

CHEAP ELECTRIC POWER QUICK ACCESS TO ALL PARTS 






Write for full particulars of Land and Factories ready for occupation to any leading Factory Agent or to the Owners : 


JOHN LAING & SON Ltd.. LONDON. N.W.T7 Phone: MILL HILL 3242 (9 lines) 





i 1 ONS Lid. by F. J. WILSON & SON LTD., The Carlton Press, Chesham. 
Printed for the Proprietors, BUSINESS PUBLICATIONS, [idc BY "i House, Tallis Street, E.C.4. "Phone: Central 9891. 
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3,000 Newspapers, Periodi- 
cals and Magazines with 
details of rates, sizes, 
screens, Advt. Manager, etc. 


4,000 National Advertisers 
with chief products, name 
fof Advertising Manager, 
| Agents, ete. 


4,200 Advertising Agents 
with details of Principals 


"and Special Services. 


Leading Advertising Agents 
and their Clients. Section 
covers some 11,000 Accounts. 





$73 Poster Advertising Con- 
tractors classified according 
to territory covered, 


457 Outdoor Publicity Con- 
tractors showing class of 
work handled. 


9,500 Printers classified ac. 
cording to specialities. Also 
Directories covering Ink 
Makers, Typefounders, etc. 


"1005 Commercial Art 
Studios, Press Photogra- 

-phers, Artists, Artists’ 
Agents, ete. 


A Brief Summary of Contents 





| 575 Engravers, Blockmakers, 


indicating work 


handled. 


type of 


Directories covering Win- 
dow Display, Advertising 


| Novelties, Marketing Speci- 


alists, Film and Screen Pub- 


; licity, Incorporated Adver- 


tisement Consultants, ete. 


Year Book of Advertising 
Clubs and Kindred Associ- 


| ations. 


Foreign Publications classi- 
fed by countries, with 
London Office Addresses, 
etc, 


Representatives of British 


| and. Overseas Newspapers, 
| etc. 


| Comprehensive Empire Mar- 
; ket Annual with details of 
| Newspapers, 


Periodicals, 
Magazines, ete., Ad. Agents, 
Poster Services, etc., in the 
Dominions, Colonies, Pro- 
tectorates with Special Sec- 
tion for Eire, 


A Corner of Your Desk wi 


Accommodate this Efficient 


end me by return a copy of the 1940 ADVER- 
ISER'S ANNUAL and invoice me after 


espatch at the publication price of 25/-. 


Se omn jin |i me kei reve Mam [Ro vm 































Advertising Assistant d 


ERE is à book that will repay its small 
cost over and over again. Packed into 

the 540-odd pages of the 1940 ADVER- 
TISER'S ANNUAL are all the essential 
facts and figures relating to advertising, 
publishing, printing and their allied trades 
and services throughout the British Empire. 


F vou are a buyer of advertising space, 
service or supplies, the information in 
this one volume, arranged as it is for easy 
and immediate reference, will save you and 
your staff time and expense every working 
day. Through no other single source can 
you obtain, on the instant, so many accur- 
ate answers to your advertising queries. 


F you have something to sell to adver- 
tising men and women, THE ADVER- 
TISER'S ANNUAL contains the best poss- 
ible lists of vour potential customers. 
X The 1940 Edition of THE ADVERTISER'S 
ANNUAL has been completely revised and 
brought up-to-date to include all the changes 
that have occurred in the advertising, pub- 
lishing and allied fields since September, 1939, 


Paper rationing has limited the printing order 
but a few copies are available at 25/-. 





SEND OR TELEPHONE YOUR ORDER TO-DAY 





THE ADVERTISER’S ANNUAL, 
Whitefriars House, 
Tallis Street, 


E.C.4. 
CENtral 9891. 


London, 


Telephone: 











The ordinary duties of the private 
secretary to a busy executive are, as 
everyone knows, no sinecure. They call 
for a quick and ready intelligence, the 
power of rapid and accurate working 
and a readiness and capacity to assume, 
at least on minor points, a good deal of 
individual responsibility. 


These are just the qualities most desir- 
able in the executive himself and it as 
not surprising that really efficient secre- 
taries are as difficult to find as really 
efficient executives. When the two meet 
and work happily together they consti- 
tute an almost unbeatable “team.” 
Each supplements the work of the other 
in perfect harmony—business goes 
through with the maximum of speed 
and smoothness. 

The crucial test of the secretary's ability 
is her capacity to take over from her 
chief an ever-increasing share of his 
personal executive work. Every execu- 
tive knows that there are many matters 
which could be perfectly well delegated 
to his secretary if she had the time to 
handle them. He would be glad indeed 
to get rid of them, especially at times 
like the present, when to many thou- 
sands of business men the increased 
pressure of work due to war demands 
is a constantly increasing burden. The 
problem is, however, how is the secre- 
tary, hard-pressed as her chief, to find 
the time to help still further to relieve 
him of the heavy load he has to bear? 
There is one part of every secretary's 
duty that absorbs by far too large a 
proportion of her working day and very 
seriously hampers her willingness to 
take over more executive duties. She 
has to spend too much time on the work 


of taking down dictation. £ 


On an average the work occupies her 
for two or three hours every day. She 


is not, of course, actually writing all the 


Te 


in War Time 


time. Much of it is spent in waiting— 
waiting for her chief to make up his 
mind what to say or waiting while he 
deals with a visitor or a telephone call. 
Work that could be done in an hour of 
steady dictation is stretched to two or 
three hours by the delays that are 
inevitable in every business. 


The whole of that time is utter waste. It 
can all be saved. There are in every day 
two or three hours, which might be 
devoted to useful executive work instead 
of being wasted in taking or waiting 
for dictation, 


The dictating machine is the true and 
only solution of the problem. It will do 
the work of “taking down" better and 
faster than the secretary possibly can 
and it will thus free her for two or 
three hours every day to give her 
principal more efficient help, to make 
herself even more valuable to him. 


Every business-minded man must appre- 
ciate the value in times of stress of such 
extra help and must realise the great 
extent to which it would facilitate the 
discharge of his own duties to have the 
equivalent of an extra secretary for two 
or three hours every day. 


To the busy man the ability to dictate 
to The Dictaphone instantly, at any 
moment, without calling upon the 
Secretary is in itself an inestimable ad- 
vantage. It means, simply, that letters, 
notes, memoranda of all kinds can always 
be dictated the moment the occasion 
arises. There is no trouble, no delay, no 
disturbing the secretary. The work that 
must be done is done exactly when it 
ought to be done. It is safely disposed of 
and you can pass on to the next subject 
with your mind at ease. Moreover you 
can rely upon the absolute accuracy of 
The Dictaphone’s automatic recording 
and you know that the mistakes insep- 





Her chanee 


to take a 


bigger share in executive 


duties 
by 


Thomas Dixon 


arable from ha 
cannot occur 


stily ritter horthand 


Help your secretary and rs 

more work in the time at ır disposal 
Learn how The Dictaphor vill heli 
both of you. Post the coupon at one 
to— 


THE DICTAPHONE CO., LTO 


(Thomas Dixon—Managing Director) 


(Dept. H), 
KINGSWAY, 


KINGSWAY 
LONDON, 


HOUSE, 
W.C.2. 


Telephone: HOLborn 4161 (5 lines). 
And at Manchester, Birmingham, Glasgow, 
Leeds, Liverpool, Bristol, 


Dublin and 


Newcastle-on-T yne 
Belfast 


POST THIS COUPON NOW! 


The Dictaphone Co., Ltd. (Dept. H). 
Kingsway House, Kingsway. 
London, W.C.2. 


Please send free book “What's an Office 
Anyway?" to:— 


NAME t. "oM 


ADDRESS 4... 2 73 (253: D 


C MANN 
llb 271 


Your Secretary^s Work i 


VITAES) HU 

















VELOPES... 










Customers are urged to use every possible economy. 
Supplies are restricted but available, we shall spare 
no effort to maintain supplies and service at the 


highest possible level. 


LEWIS EAST & COMPANY 


MIDLAND ENVELOPE MILLS 
KING STREET, LEICESTER 






































LÀ as 
is as essential fo business 


One Machine does the work of Two 


Continuous Form Billing in addition to regular typing 
The best systems and equipment 








Your typewriter actually does the work of two machines 


are Gledhill Brook British when used with "Fanfold" Continuous Form Adapter, 

: "because the many time and money-saving methods of the 

* : Continuous Form Billing Machine are added to all the 
entirely. Suitable for every type aipsata gee ó renilar tenine 


of office or factory. Write for “Fanfold” Continuous Forms typed over our Attachment 
B SM effect savings in Billing time and costs, ranging from 17%, 
. copy of new book, “Time Means 


to 78%, without affecting the operation of the typewriter 
for regular correspondence and other purposes. 






e "Fanfold" Adapter places no strain whatever upon, the 
typewriter carriage; because of the very simplicity of don- 
struetion and operation there is nothing to gef out af 
order, et 


cnm: cuam m —À o — 9 


IME RECORDERS LIMITED 


ES 38 Empire Works, Huddersfield. 





& Thant Mum 


NORTH CIRCULAR ROAD, LONDON, N.W.2 


Telephone’: GLAdstone 5477 (3 lines) 
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Where wW A da E &. are paid 


direct to the employee, or previously placed into 
envelopes, tins, or other pay receptacles the 
BRANDT is of great value. 

YOU PRESS ONE KEY, whether it is for 1d. 
or 9/113, and IT IS PAID IMMEDIA rELY. 





FREE Booklet "A PAYING CONCERN" from 


BRANDT CO. LTD. 


41 FURNIVAL STREET, LONDON, E.C.4. 


Telephone Hol. 2 
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S EIn operation; it Is arg em 
wn strains the carriage. Find i mti 
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ive closer control 


Executives need no longer depend upon reports, which semetimes 
take several days or even weeks to prepare, With the Shannon 
Visible Record System any desired information can be obtained 
At a glance when wanted. Visible recording simplifies and speeds 
up, posting and shows immediately any hold-up, Ht enables 
executives to watch more closely Stocks, Deliveries, Orders, 
< Works Progress, Overdue Accounts, Expenditure and so on—and 
fo have the vital facts of their departments always in front of 

Fuli particulars on request; ask one of our System 

Consultants to call. 


hannon 


Visible Records Filing Systems - Office Equipment 
















“them. 


NORCO 


SAMPLE 
CASES 






THE SHANNON LIMITED 


RIAL HOUSE, 15, 17 & 19, KINGSWAY, 





fon: 38 


LONDON, WC 


W.C.2. 





rmingham. Bri tol. Manchester . Liverpool. Neweastie-on-Tyne Glasgow (Agents) 
































THE 
SPEED-FEED 
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when Travellers fumble. |t creates a 
bad impression with them immediately. 
To sell to a iady buyer you must be 
slick and business-like, and for this 
reason firms all over the D 
have equipped their travellers wit 
NORCO Sample Cases. Without fum» 
bling and any loss of time, a NORCO 
enables you to display a wide range of 
goods in perfect order and condition. 
What a boon a NORCO would be to 
you—no more wasting buyers' and your 
own time through fumbling; you get 
down to business straight away with a 
NORCO. Strong, light, weatherproof 
and washable, NORCO Cases will last 
a lifetime and are made to suit all 
classes of samples. 




























STATUTORY 





Under an order made on the 29th March, 1940, 
it is compulsory for ALL EMPLOYERS and 
owners of premises coming within the scope of 
the FACTORY ACT to keep such records of 
products, Staff, Workers, etc., as may from time 
| to time be determined, and such employefs 
| are required on demand to submit reports and 
returns giving such details as are from time to 
time requested, in a form or manner suitable 
to the requisitioning Authority. 





RECORDS 


IMPORTANT ANNOUNCEME! 


Address al! communications to Records Uepartment : 


THE COPELAND-CHATTERSON CO. L1 
EXCHANGE HOUSE - OLD EXCHANGE - LONDON, E.C4 
Head Office & Works 





AND INFOR 


E 





The COPE-CHAT RECORDS Department havefor 
many years actively assisted hundreds of concerns 
in these matters, including many industrialists, 
municipalities and Government Departments. 


No matter what form the basic records may take, 
COPE-CHAT can. help. you, if you write for 
details without delay. 


No obligation. : 







- SFROUD, Glos. 
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AN IMPORTANT QUESTION 
with a Happy Answer... 


* 





Did you know that your typing staff 
could quite easily produce 30°/, 
more work, in the same time, 
at the same salary, and 
with far less effort ? 


* THEN WERE GLAD. TO KNOW THAT YOU WILL SOON USE 
PRIMUS continuous STATIONERY 


CARTER DAVIS LTD. 
QUEEN ELIZABETH STREET - LONDON, S.E.1 
HOP 0204 


























Keeping Staff Ranks at 
Strength and Maintaining 


N war time one of the industrialist’s 

greatest problems is (a) to keep 

“intact as much as possible of his 
trained staff, and (b) to maintain 
throughout this staff as high a morale, 
work-efficiency and contentment as 
possible. 

The drain on male staff caused by 
their being called into the Services is 
of course absolutely inevitable. And 
the loss of others, including women 
employees, who volunteer for various 
kinds of National work is naturally 
“to be expected. The employer has to 
find means to offset these conditions. 

In our particular business we are 
not suffering such a shortage of labour 
as seems to be the experience of many 
engineering concerns. This may to 
some extent be due to the fact that, 
though our work is certainly of a high 
technical order, we do not employ a 
great number of highly skilled—or 
rather | should say highly specialised 
—operativ es. The nature of our manu- 
facturing work does not cover a wide 
variety of intricate processes. The 
operations are numerous but fairly 
straightforward, Though our employees 
number well over a thousand our 
skilled labour problem is therefore not 
so acute as it is in some of the more 
complex fields of engineering. 


Constant Flow of Recruits Into 
The Business 


It is true a number of our work- 
people have been called up, and still 
Others will have to answer the call 
when it comes later, but we have a 
good reserve of labour, thanks to 
preparations which we have made in 
the past. 

tt did not take a war to make us 
aware of the need for a reserve of 
trained labour.’ It has been ouf policy 
-to provide this important supply. For 
xample, for some time we have had a 
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MANAGEMENT CONTROL POLICY 





Goodwill ar 
J ob- Co nte ni me 


From an Interview witb 
D. G. GRANTHAM, 


Secretary, The Telegraph Condenser Cos Ltd., 1 


standing arrangement with the area 
labour exchange and a local private 
employment agency to send to us at 


any time all employable young men. It. 


has been our practise to ‘vet’ these 
young applicants and to engage any 
who strike us as potentially good for 
our particular work. 

We have never followed the usual 
practise of engaging labour only to fill 
any vacancies that occur. We have 
proved it to be a sound investment to 
have an actual surplus over immediate 
requirements so that training of young 
material tan go on without interfering 
with’ production. 

Today this policy is standing us in 
good stead. Not only have these young 
trainees, already made good all the 
losses we have experienced through 
trained men being calle 
are now understudying 
who are scheduled for dad up in Le 
near. future. 
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still taking on fresh you 
to keep our rota fi io 
Similarly in the office we are 
on reserves. All important 
understudied, In many 
selected women and girls 
substituted for men who Haw 
called up or who are about to bes 
$ en dio 
we are b asing, as a term of 
engagement, that where the 
a man the job must 
‘for duration’ only. 
the job still belongs 
that if and when he : 
job will again be hand 

















Ex-Employees Can Often Be^ 
fully Re-engaged 


In regard to filing pos 
office vacated by men w 
into the Services or by 
have left because of 
stances changed by the 






















if needed) of emergeney. 


large firm in the country 


ntion that in one or two cases we 
planning to fill positions by recalling 
kl employees who left our service in 
st years. 

"or. instance, we are expecting to fill 
mportant post in our accounting 
ment -by a woman, fifty years of 
who retired. from that same 


rained in the firm's 
Lan the firm's 
'alty has already 
arrangement saves 
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j or may have had 
ir salaries reduced. Thus, by offering 
to. some of these married women 
mployees, a firm may be doing more 
od than just obtaining for themselves 
ready-trained and proved employee. 


Providing Those Amenities that 
Promote Staff Morale 


qually important as filling the gaps 
mployee ranks, however, is the 
tor of holding a staff together and, 
| say, of keeping up its work- 
ency and its morale. 
day, the employee can have a lot 
re of his own way than is possible 
ormal times. Pretty well every 
nufacturing concern in the country 
oking out for hands: good factory 
s are plentiful, especially in govern- 
nt-run factories where pay is high 
orkers who can claim to be any 
tof a skilled hand. Unless a firm 
refore provides plenty of amenities 
‘makes every possible effort to 
nder working conditions attractive, 
at firm is likely to suffer a steady 
aim of its trained personnel to other 
ms- where such conditions are 
ded. 
od. management today, of course, 
Study its employee's well-being 


completely fed throughout any reasonable period (48 hours, more 
THIS IS A POINT OF HIGHEST 
NATIONAL IMPORTANCE that should be considered by every 





solely from this material standpoint. It 
is a fact that a company does benefit 
materially by giving consideration to 
these factors but the far greater motive 
underlying such principles of personnel 
management is the understanding that 
industry is fundamentally a fabric of 
human relationships and not merely a 
complexity of machines and systems. 


Utilising Natural Daylight to 
Fullest Possible Extent 


One of the first things we did to 
improve our working conditions in war 
time was to mitigate the effect of the 
blackout and to provide as great a 
proportion as possible of natural 
lighting. 

Part of the roof-lights of our factory 
we were compelled to black out per- 
manently, but we kept this permanent 
obscuration to the absolute minimum, 
using moveable curtains at all other 
points. This arrangement was naturally 
expensive but we decided on it as the 
only way of securing the maximum of 
daylight lighting. 

Another thing we did with the same 
object in view was to advance, by half- 
an-hour, the commencing and finishing 
time of work for the office staff. 

This was not put into effect until 
official summer time ended in 1939, Our 
revised time of course ran right 
through the winter, but now that we 
have again come into official summer 
time we are continuing our early hours 
because we find that an overwhelming 
majority of our employees prefer that 
arrangement. 


Good Work is Impossible Without 
Good Feeding 


Nutrition, of course, has become a 
much more urgent problem since war 
broke out. Through evacuation and 
other things so many employees' 
domestic circles have been disturbed or 
broken up altogether that the respons- 
ibility upon employers to provide good 
meals at a price that workpeople can 
well afford to pay is greater now than 
ever before. ° 

Our welfare officials are carefully 
watching this situation. They are 
ensuring that our canteen is organized 
to meet all increased demands made 
upon it. 

In some. sections of our factory we 
are working night shifts and it is in 
providing nutritious meals for shift 
workers that the canteen is especially 
valuable. . 


An important. co: tingency we SATE. 


“preparing for i 


the possibility. of air- 
raid warnings, or actual attacks, making 
it necessary for employees to remain 
on the premises after their working 
hours are over. We are organising 
catering reserves so that we could, if 
necessary, feed our staff completely for 
any period likely to be encountered, 
We have let our staff know about thís 
comforting arrangement and we feel 
sure the knowledge that they are safe- 
guarded in this way has added con- 
siderably to their peace of mind. 


For People Who Fear to 
Enter Dugouts 


Every firm of course has its 
appropriate A.R.P. shelters but an idea 
which I think is worth mentioning, as 
it may be of importance to firms with 
big staffs, is that of providing for 
employees who suffer from claustro- 
phobia—the fear of being in deeply 
enclosed spaces. 

To avoid panic is one of the vital needs 
when air-raid shelters have to be used 
in real emergency. Yet claustrophobia 
is an acute mental state and to require 
sufferers from this disorder to enter 
deep dug-outs would be to excite a 
prolific source of panic. For the benefit 
of any of our employees, therefore, 
who fear to enter dug-outs we have 
constructed a special shelter on ground 
level. 

Our medical staff have carefully 
nominated those individuals who are 
entitled to use- this shelter. All others, 
of course, must use the regular shelters, 


Recreation: Vital Thing for 
Management to Consider 


We have always considered that 
recreation is .not only essential to 
physical well-being but that it is also 
one of the. most effective influences in 
developing the co-operative spirit 
among employees and of inducing a 
feeling of contentment and happiness 
in their jobs. 

We do not believe in organized 
recreation—that is, not organized to 
the extent where employees feel that 
the plan is a sort of management 


blackmail. We prefer to encourage 
our workpeople to do their own 


organizing by merely providing them 
with reasonable facilities. 

There is not room in this short 
article to describe all the staff activities 
in the way of recreation but I can say 
that our various sports clubs display a 
most amazing ingenuity in embracing 
almost every known form of indoor and 
outdoor, summer and winter recreation 
and entertainment. 

One of the benefits of these activities, 
particularly of the dances, concerts and 
other forms of indoor entertainment, 
is the way in which the traditional 
barrier between office and works staffs 
is completely broken down. This form 
of democracy is all to the good because, 
as a direct outcome of such whole- 
hearted comradeship, there arises a 


. Continued on Page 30. 
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Films Teach 
New Workers 





OST manufacturing firms are now 

taking on new labour. One of the 
chief concerns of management is to get 
the newcomers trained in the shortest 
possible time. To this end invaluable 
help is being found in the use of films 
which show the proper motions and 
operations for each process. 

Many operatives now entering fresh 
fields of employment are skilled or 
semi-skilled in some type of work, but 
not necessarily in that to which they 
are now moving. To such people the 
film is a particularly speedy instructor. 
And even for workers without much 
previous specialised experience it is 
still one of the best forms of supple- 
mentary instruction. 


Baled Cards Make 
Good A.R.P. Defence 


NSTEAD of selling them for waste, 

old punched cards from the office 
accounting and statistical system have 
been paled with steel tape by one firm 
and used for air-raid defence, "These 
bales are of handy size, easy to stack 
and have a much better stoppmg-power 
than sandbags,” said the senior A.R.P. 
officer; “moreover we thus have plenty 
of material without buying sandbags 
and using the staff to fill them with 
earth. Where the bales are used out- 
side we have had them tarred to make 
them weather-proot." 


Helps Quick Check 
On Output: 


TITE cards, twelve inches square 

and bearing large black numbers 
are used for identifying machines in 
one important factory turning out air- 
craft parts. These numbers enable the 
management more quickly to check up 
on production process. 


Locates Wandering 


Executives 





NSTALLATION of a microphone 
at the telephone switchboard and 
reception office, with loudspeakers fitted 
throughout the offices and works, has 


are Proving Helpful Just 


e 
enormously speeded up communications 
in a large firm of Engineers which we 
visited last month. 
When an important in-coming phone 









































Make These 
IMPORTANT 
ECONOMIES 


e 





T care of all wrapping paper 
from in-coming parcels. Unpack 
these parcels carefully, straighten out 
the paper and use it for wrapping 
your own out-going consignments. 
Establish a central point in your 
organization for the proper collection 
of this usable paper and other paek- 
ing materials. 


IMILARLY, look after 

rope from in-coming packages. 
Don't cut it needlessly. Untie it 
where possible and use it again. 


ATCH out for straw, shavings, 
wood wool and other packings. 
Don't let it be consigned to the fur- 
nace. Use it for your own packing. 
e 
N out-going goods don't use à 
heavy wrapping paper where a 
lighter weight gives ample protection, 
and don't tie with a heavy cord if a 
eheaper string will do. 
e 


T you use gummed paper tape for 
sealing, about half the quantity 
„usually used is quite sufficient. Good 
paper tape is very strong, à few inches 
placed at strategic points of a parcel 
will seal it perfectly. Parcels don't 
need to be wrapped right round both 
ways with this tape. 
e 

ON'T let anyone break up a con- 

tainer that has held in-coming 
goods. Crates, boxes, cases, barrels, 
ete., that are ‘returnable’ see that 
they are returned and that you get 
your credit for them. 


U“ again all possible containers 
that are non-returnable, or sell 
them for cash, or utilise them for 
some definite, profitable purpose. In 
most firms the works maintenance men 
can make good use of the timber of 
cases that are not needed for packing. 


string and 


Further drastic restrictions of paper supplies, offcially 

announced as this issue went to press, make it even 

more vital for every firm to help the situation by 
listed above 


practising the 










call, say for M 
to his office and rei 
switchboard operator simply ca 
the microphone “Will Mr. Blank 
the telephone.” Mr. Blank m 
anywhere in the d t 
departments or out 
cover about 10 acres 














call finds him a É 
at the nearest telephone 
In the same way 


quickly found f 
sce them. 


We fnd t 

experience oH 
have little trouble learn 
ate another kind, if uU 
room is slack, and the mill: 
department has a lot of v 
a drill press operator i 
machine department, 
for department fore? 
with the plan there i 
under the general 
whom all reports are n 
or unusual press i 


































Do. You Make 
What People Want? 


HE annual report of a well k 
firm confecti 


had become so popular and 
over a long period because 
observations were made of 
reactions to them, Con 
dislikes were noted : 3 
these lines were often max 

Not all companies can d 
certainly too many com 
making the same thing 
the same way just bec 
is a tradition with them. 
that markets are people, 
likes and dislikes of peor 
change. That is where mari 
helps management. Kes i 
what people want. 






















































Modern Repair 


OT long ago an important manu- 
facturer operating machine tools 
covering several acres of floor 
pace, said that plant which was in 
se. night and day and was never 
sted for one day in seven required 
atleast one-third more maintenance on 
he basis of working hours. 

“In these days the intensity of pro- 
duction allows little time for rest, 
consequently machines will need a great 
eal. more servicing if reliability and 
ficiency are to remain unimpaired. 
The position might not call for such 
careful consideration if machine-tool 
users could be certain that spare and 
replacement parts could. be obtained 
promptly. The war, of course, has 
made that condition extremely doubt- 
ful The position has not yet reached 
the most acute stage, but it is certain 
that as time goes on the difficulty of 
securing replacements within a reason- 
ble space of time will steadilv increase. 
Fortunately there is a solution to 
the problem. Even in peace time the 
claims of welding, from the point of 
view of speed, permanency and econ- 
oniy have been sufficient to cause many 
large firms to utilize such methods 
exclusively for a wide variety of re- 
onditioning requirements, ranging 
rom normal wear and tear to extensive 
ctures. 


paired Parts are Stronger than 
When New 


These varied applications have 
ncouraged development in technique, 
ith the result that welding can now 
fulfil many exacting duties that a few 
years ago might have been considered 
ipossible. 
is particular point was illustrated 
ently by Barimar Ltd. when the 
of a 1,000 ton hydraulic press 
for extruding lead for the cover- 
ng of large-section cable, broke with- 
Out warning across the centre. The 
casting which failed weighs 15 tons 
nd the fracture in several places was 
hrough metal 5 inches in thickness. 

It was impossible to obtain a replace- 
‘ment without serious delay, and the 
situation was aggravated because the 
ress was engaged on an important 
contract involving a severe penalty 
clause. 

; Naturally the owners wanted to 
ensure against a repetition of the 
trouble. Only by the use of fusive 
methods could this need be met and an 
nereased factor of safety be given to 


Methods that 


Reduce Plant Replacements 


the casting. This fact was demon- 
strated when the welding was com- 
pleted and it was necessary to catch up 
with arrears by working at more than 
normal pressure, without ceasing, for 
ten days. 

Only a few weeks later a second 
press of about the same size failed in 
the same manner, but the owners were 
able to meet the situation quickly by 
the same means. 

It is significant that metal of even 
thicker section than that of the press 
heads has been handled successfully. 
Usually jobs of this kind are dealt 
with on the site, because the size and 
weight of the parts concerned makes 
transport uneconomical. If the weight 
of the damaged part does not exceed 
12 tons and bulk does not prohibit 
ready transport, the usual practice is 
for the welding to be carried out in the 
shops of the fusive engineer. 

The way in which the wearing quali- 
ties of certain machinery components 
can be improved is an important branch 
of scientific welding work. Metal 
better calculated to resist wear is fused 
upon the worn places, after which 
machining restores the part to its 
original dimensions without leaving a 
trace of what has been done. 

Crankshaits are often re-conditioned 


in this way. When pins and journals 
are built up afresh they are sometimes 
finished oversize so that after a further 
long period of service, re-grinding will 
restore them to their designed propor- 
tions. Thus at no period is the 
diameter of the bearing surfaces below 
that which the designer intended. 

At one time the chief difficulty which 
arose in carrying out this class of work 
was the overcoming of surface blem- 
ishes brought about by the affinity of 
the oxygen in the atmosphere for the 
molten metal. The welding of steel is 
usually carried out electrically, there- 
fore it is comparatively easy to envelop 
the point of fusion in hydrogen, thus 
preventing contact with the air. Not 
only does a superfine finish result after 
grinding, but the strength resulting is 
so great that this process is constantly 


being employed for re-uniting all 
manner of crankshafts which have 
broken. 


Delays Over New Parts Are 
Completely Avoided 


It is generally known that any part 
which is machined from a forging is 
amongst the most difficult to secure at 
the present time, therefore the fact uf 
being able to re-unite a broken crank 
is a matter of great importance. One 
of those recently repaired in this 


manner is a component 16 ft. in length 
and belonging to a diesel tug. 

It is of interest to observe that the 
welding of such highly stressed parts 
as those just mentioned are guaranteed 
welding engineers 


by scientific 


of 





Fig. 1. This is the frame of a rivet-makíng 
machine. It has been completely stripped of all 
fittings, because serious cracks have developed around 
the centre ‘platform where the dies used for shaping 
the rivet heads are fitted. This machine has an 
enormous output as it works at high speeds 





Fig. 2. Strength was essential in a repair and it 

Was decided to re-inforce certain highly stressed 

places in addition to repairing the cracks. All this 

was done by scientific welding, within a few days, 

and at small cost, This is typical of the sort of 

repair that can save time and money for busy 
manufacturers 
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Your Production 


repute in common with the more ordin- 
ary jobs in cast and malleable iron. 
There is a tendency to imply limita- 
tions to welding which do not exist. 
This is particularly true in the case of 
alloys, a wide variety of which can be 
handled with the same certainty of suc- 
cess as that which applies to ferrous 
metals. Even Elektron, which is largely 
composed of magnesium and is 
extremely inflammable in the form of 





swarf or filings, can be welded so 
perfectly that strength is fully restored 
and no trace of the repair remains. 

In these days possibilities of this 
kind are of national importance. Those 
who are responsiple for the mainten- 
ance of machinery and have not con- 
sidered the helping hand which welding 
offers, are ignofing an opportunity 
which may very well solve the major 
part of their problems. 


This Process Increases The 


Life of All Cutting Tools... 


O be considered with the time and 

money saving services of welding 

for the repair of plant (as indicated 
in the. preceding article) there is an- 
other service equally vital to engineers 
and manufacturers today. This is a spe- 
cial treatment for lengthening the life 
and improving the efficiency of small 
cutting tools. 

Manufacturers using cutting tools 
for the production of Government war 
contracts, in fact all manufacturers 
who use such tools for any purpose 
whatever are faced with the same 
difficulties in regard to supply. These 
tools are hard to obtain, deliveries 
extend out to three months, six months, 
or even more, Moreover, the position 
shows every sign of deteriorating 
rather than improving. Every device, 
therefore, that will make existing tools 
work better and last longer is of the 
utmost importance. 

A process known as the Macrome 
treatment is designed especially to do 
this. It is a method of treating steel 
which imparts to the treated metal “an 
additional active resistance, to the 
damaging stresses to which steel is sub- 
jected in commercial use." In other 
words, it makes tool steel do more work 
by standing up to the job better. 


The Process Is No Mere 
Surface Treatment 


The whole bulk of the steel treated 
is affected by the process. It 1s not a 
deposition process nor a surface 
hardening, and it has no connection 
with chromium plating. The benefits 
of the treatment are in no way lost or 
impaired by regrinding. 

The treatment is applied to steel 
after the usual heat treatments have 
been given, but it does not alter the 
heat structure, hardness or dimensions 
of the article. "The treatment is applied 
to all cutting tools such as twist drills, 
milling cutters, reamers, taps, screwing 
diés, hles, saws, etc. 


While certain tools can be bought 
already Macrome-treated, it is more 
important to know that manufacturers" 
own tools can be toughened and re- 
despatched within 24 hours. 

Some idea of the advantages of this 
treatment can be gathered by the fol- 
lowing results, which are taken from 
actual experiences in busy works and 
are not singled out as in any way out- 
standing. 

In a steelworks engaged on Govern- 
ment work, treated drills were tried out 
against untreated drills. Drilling 
15/16ths in. mild steel (wet and dry) 
the untreated drills from the firm's 
usual supplier completed 4,980 holes and 
required 4 regrinds. The treated drills 
completed 6,210 holes with ogly one 
regrind. In other words, more holes in 
less time for less money. 

In another works test treated drills 
working on steel (0°65 carbon, Brinell 


A Modernising 


Service for your Machine Too. 


URNING from small tools to 
machine tools and the larger units 
of plant and equipment the position 
in regard to the delivery of new 
machines or of replacement parts is 
even more acute today. For this reason, 
therefore," the specialised service of 
plant rebuilding, reconditioning and 


Names 
of these Servicing firms 


can be obtained from 
the Editor 





Cut 


hardness 202), depth of holes 18 ime 
blind, at speed 637 r.p.m., 
13:93 inches per minute, s! 
of 500 inches over all untres 
tested. 
(The increase of speeds feed: 
possible with the treated tools cam be 
gathered from this experience of 
user: “The cut speed was increas 
from 90 to 120 feet per minute, & 
increase of 333%, and the tools stood. 
for half an hour as against ten minu 
for the untreated tools." 
On a tool bill of £10 
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grinding, handling, etc. in 
saving of at least another £100; 
As increases in the lengti 
tools treated by this proc 
ing figures are interesting 
taken from users’ experien 
from special tests : 











Tool 
 Milling Cutters... 
Twist Drills 
Centre Drills aes 
Printers’ Guillotines 
Hack Saws 25s 
Lathe Tools 
Woodworking Tools 
Screwing Dies 
Slitting Saws 


100 to 
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'The above variations 
due to local conditions am 
in the materials wor 

As a measure of 
economy, especially 1 
emergency conditic 
therefore that this s 
is of vital importance. 
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exchange is something 
importance. 

For many years a 
Coventry firm of machine tx 
has been developin 
experience therefore ha 
first class technical now 
the leading make 
machinery in use t 




















concern means that 
which is now not suic 
to cope properly with 
that war-time and oth 
tracts demand can be 
precision standards, cam 
reconstructed for the per 
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REC o o o UR 
“Around and ‘about the. country, 
especially in smaller firms, there must 


bea vast quantity of production mac- 


inery that has deteriorated, through 
e- to something considerably below 
ts. original excellence. To operate 
eh machinery in the high-pressure 
rcumstances of today may be costly 
ip money, materials and workers’ 
orale. This factor of workers’ morale 
not the least of the three consider- 
ions. The. human contribution to 
iy machine process is the most im- 
rtant of all. It is vital that it should 
all times be of the highest efficiency, 
'et nothing can so quickly jeopardise 
i worker's application to his job as a 
nsciousness that his machine is under 
r and can't measure up the demands 
eing made upon. it. 


easing the Original Capacity 
of Used Machines 


Another point of importance in this 
ant reconditioning service is the fact 
at the re-designing and rebuilding 
perts can. often increase the scope 
nd capacity of machines by converting 
em for special operations beyond 
ose for which they were originally 
tended. 

For example, an old type of 3-oper- 





H automatic which, due to its 
mited speeds became obsolete for 
srmal production, was successfully 


nverted for dealing with automatic 
d operation work, for dealing with 
its, bolts, ete. These parts having 
cem «machined throughout are fed 
to the automatic hopper and the back 
ice 1s automatically machined to. the 
rrect length and the finished part 
ected fully automatically. 
‘The saving of time is obvious, and 
€ quality of the finished product is 
th superior to the normal method of 
odtuction. 
Many other examples could be cited, 
it from the above typical case it can 
seen that it may be possible to 
rease vastly the capacity of plant 
tmught otherwise fail to give of its 
toim this vital time of National 
ergency. ‘ 
much for increasing the precision 
capacity of used machines. But it 
a happens that while one manufac- 
rer has a surplus of some machines 
ther manufacturer is suffering the 
ck of just those types of machines for 
nich he has urgent work. This 
entry firm can also help here. Tts 
erts, being in touch with all classes 
fanufacturing concerns can fre- 
ntly arrange the transfer of plant 
mb factories where it is surplus 
ssibly owing to curtailment of 
lemand for the firm's normal manufac- 
rers) to those where there is a need 
E 
"The necessary negotiations can be 
made on the seller's behalf. on a mutu- 
lv. agreeable commission basis or, 
natively, this servicing firm will 
forcash, any redundant plant 


det 
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any time. 

By this means not only can manu- 
facturers turn to this source of ready 
supply for wanted machinery but the 
service is useful to those who want to 
dispose of unwanted items: The sale 
of such items brings in useful money 
and at the same time releases valuable 


floor space. 
. 


wareh 'here it can be inspected at the fact that as time goes on the 










situation in regard to plant and tool 
supplies. will become more difficult 
rather than easier. The three services 
described in this and the foregoing 
pages are of really National importance 
since they assist the manufacturer to 
avoid the danger of long delays and 
heavy expense. 


New Noise-Absorption Material 
for Offices and Factories 


O management would be properly 

fulfilling its job today if it neglec- 
ted to mitigate every possible source of 
nerve-strain among employees. Every 
softening influence that can be intro- 
duced is just one more valuable thing 
towards lessening the great burden 
inevitable in wartime. 

Noise is definitely an enemy to the 
nerves. Reduced noise not only leads to 
improved health and well-being of 
workers it also leads to increased out- 
put. 

The noise problem, however, has two 
aspects: (1) that of designing the 
office, factory or other building with 
the object of excluding extraneous 
noises, and (2) reducing noise created 
within the building. 

The first is the job of the architect, 
but the second has given rise to a 
variety of interesting materials among 
which is a product referred to as 
Quietening Sheets manufactured by a 
well known concern. 

The principle of these quietening 
sheets # based on the fact that a per- 
forated metal plate, while possessing a 
high co-efficient of light reflection, is 


aimost completely transparent to soundi 
Thus, sound-energy striking such plates: | 
passes through the perforations and con 
be trapped by a blanket of sound- 
absorbing material confined inside. 1t 
has, in fact, been demonstrated that if 
the facing metal plate is perforated to 
the extent of only 10 per cent., aZ the 
sound-energy meeting it passes through 
the holes. Further, it has also been 
proved that the effectiveness of the 
underlying sound-absorbing material is 
greater when faced with the perforated 
metal sheet than it is without nt. 
These Quietening Sheets, made up in 
appropriate degrees and forms, are 
extremely effective for noise-absorption 
in offices where there is mechanised 
equipment, machine shops, engine test 
rooms, radio test booths, etc. And as 
an illustration of variety it is interest- 
ing to mention the principle as applied 
to exhaust noises of motor-car engines. 
The noise is overcome by a straight- 
through silencer; thus the engine effici- 
ency is increased by the complete 
absence of baffles which in the ordin- 
ary type silencer, cause pack pressure, 
loss of power, valve pitting, and so on. 





These Rubber Wheels Also Stop 


Noise: Save Floors, too 


T is some years now since modern 

rubber-tyred motor car type wheels 
were applied to such things as horse- 
drawn vans, agricultural equipment, 
hand-trucks, wheelbarrows, etc. and 
thereby increased the usefulness of 
these vehicles and reduced the effort 
required to operate them. The rubber 
wheel idea, however, has continued to 
expand in its application because of the 
advantages and economies it introduces, 

Today in the factory most forms of 
internal transport (which covers 
everything from small hand trolleys to 
power-driven trucks) are fitted with 
some form of rubber tyred wheels. 

A particular wheel of this type now 
available, and made in a wide range 
of varieties, is a solid all-rubber wheel : 
all-rubber except of course jor the 
metal bearing. This form of wheel is 
not only smooth running and noiseless 








practically any 


but it is also proof against atmosphere, 
water and many of the liquids and 
chemicals used in manufacturing 
processes. 


The fact that these wheels are 
noiseless is a boon because in many 
works where there are rough floors the 
continuous clatter of the old iron- 
wheeled trolleys and trucks constituted 
one of the most disturbing elements of 
noise that workpeople had to suffer. 

Rubber wheels, too, are an economy 
in two important ways: they reduce 
floor-wear practically to vanishing 
point (this is a vital factor in modern 
plants where floors are new and in 
good condition) and they also require 
a minimum.of energy on the part of 
operatives who use them. The all- 
rubber wheels-are available ready to fit 

: truck dues 

















What It Means To The Average Manufac 


OR several months now practically 


every national daily and trade 
paper has carried some story deal- 
ing with the development of this 


country's export trade. Speeches and 
promises have been made by all con- 
nected with the Government of this 
country, from Mr. Chamberlain down. 
Councils and committees have grown 
up like mushrooms overnight and this 
. export drive of ours has now begun 
*.to appear prima facie as something of 
;considerable magnitude. 


First Essential Is To Join An 
Export Group 


However, looking more carefully at 
the whole set up, certain weaknesses 
are revealed and these weaknesses con- 
cern the small manufacturer. In the 
first place, the recently published White 
Paper and other statements by the 
Board of Trade have made it quite 
obvious that no manufacturer will be 
able to do any export business unless he 
first becomes a member of an Export 
Group. It has been made perfectly 
clear that anyone outside these groups 
will not be given the necessary raw 
materials. 

We do not have to read between the 
lines of the White Paper to get the 
impression that it is the heavy indus- 


Administrative Genius — That is What 
Makes The Successful Business Executive 


What is Administrative Genius? Lord Milner possessed it in a truly outstanding degree though he d 
apply it solely to commerce. Here is the quality admirably described by the late John Buchan í 
Tweedsmuir) from his personal experience with the great statesman at work 


ILNER,” writes John Buchan,” 
“had a mind remarkable both for 
its scope and its mastery over 
details—the most powerful administrative 
intelligence, I think, which Britain has 
produced in our day. If I may compare 
him with others, he was as infallible as 
Cromer in detecting the centre of gravity 
in a situation, as brilliant as Alfred Beit 
in bringing order out of tangled finances, 
and he had Curzon’s power of keeping a 
big organisation steadily at work. He 
was no fanatic but in the noblest 
sense of the word he was an enthusiast, 


ee 


"In what precisely lay his administrative 
genius? In the first place he had in a 
high degree what Cavour called the fact 
des choses possibles, The drawback to a 
completely rational mind is that it is apt 
to assume that what is flawless in logic 
is therefore practicable. Milner never 
made that mistake; he knew ioo well the 
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By 
L. E. VINCENT, 
European Director, Lensvelt's 
Agency (Pty.) Johannesburg; 
S. African Export Specialist 
and Consultant 


tries and the larger manufacturer who 
is being fostered and whose interests 
are being cared for with the greatest 
concern, After all, the primary object 
of this export drive, so far as the 
Government are concerned, is an effort 
to secure a certain proportion of the 
export trade done by Germany and the 
countries she has annexed and an 
endeavour to convert this trade into 
foreign exchange. 

A sidelight on this situation is made 
quite clear by a recent statement 
attributed to an official connected with 
the Parliamentary Monetary Commit- 
tee, who admitted that unless a very 


` considerable export business was devel- 


oped by this country, we should find, in 
a very short time, that much, if not 
most, of our foreign resources—ex- 
change and investments—would be dis- 
sipated in paying for armaments and 


stubborn illogicality of facts. But he 
seemed to have an instinct for what was 
possible, an extra sense which must have 
been due to nature and not to experience, 
for he had not direct knowledge of very 
many walks in life. How often he would 
study a scheme of mine with knitted 
brows, and lay it down with a smile. ‘Very 
pretty; but it won't work!’ 

“Next I should put the orderliness of 
his mind and his capacious memory. He 
could control any number of wires at 
once, for hf had all the terminals in his 
hand. Things, too, were kept in their 
proper proportions; recollection .did not 
amplify some and lessen others, for his 
mind did not make pictures, but did what 
Napoleon recommended, and saw facts in 
their true perspective as if through a 
telescope. Hence it was not necessary for 
him to concentrate on one matter rather 
than on another; he could keep a score 
steadily moving-under his hand. 
"For finance he jeculi 















































raw materials 
countries. 

This export drive, 
the point of view of the or 
facturer concerned whol 
consumer market, shows 
dency to be in any wa 
either his existing overs 
the possibility of his ret 
oping them, or new ones, 
assuming that a manuf 
joined a group in which 
every other member of his trac 
associated, what is the nex 
Obviously, if the Geverr 
posing fo encourage the ¢ 
their particular produc 
they will be allowed 
of raw materials, provides 
mation regarding 
which the Gove 
capture, and that is all. 


Finance for the Enterprise R 
on Manufacturer 


The entire financial resp 
the capitalising of such an 
is left to the indi 
who, however patriotic h 
not see his way clear to « 
markets of which he k 
and possibly is not any tex 
that his product in its present 


thought, and a balance sheet 
page of print. A go 
doubt has this gift, bu 
mented it with a rarer 
power of divining the item 
everything hung, He could do 
lumberman does in a log-jam, 
the key log which, once mowed, 





rest going. He was t 
scamping no detai, and 
satished | ov 


have gone o 
trivial contracts in connect 
settlement to which he 
diligence of a cor i 
“But his greatest 
was his couraj f 
know as comurüg 
trust his reason, 
himself about a part 
he took long to satisi 
to lock down on it, at 
was no going back. 
with, faced and resolve 
the confident freedo 
nature." 



























"suitable. ‘instance i 


pon the fact that the larger and more 
xperienced manufacturer in this field 
vill be prepared to assist and advise the 
smaller and inexperienced man. As 
much as we would like to see such a 
Situation develop, it is obvious from 
the outset that such co-operation, even 
in wartime, is rather beyond the bounds 
of probability. 

“There is another point on the 
question of finance. An Export Credits 
epartment has been set up with a 


N these times when it is specially 
important for executives to study 
‘economy in every phase of struc- 
ural and maintenance work the Lind- 
say bolt adapter is an item of special 
interest. 

As a generalisation, it may be said 
hat the bolt adapter, by converting 
bolts’. into  hook-bolts, | enormously 
reases the usefulness of any bolt to 

the adapter is applied. 

Whilst this-patent bolt adapter was 
introduced “with the idea of avoiding 
the delays likely to be met with in 
obtaining specially forged hook bolts, 
je usefulness of the invention is not 
mited to cases where only hook bolts 
e needed. The bolt adapter can be 
used with rag-bolts and coach-screws, 
also it can be applied to the ends of 
srewed rods forming pipe work sup- 











necessary cross-members and. lower central track. 


appears that the Government is relying 


‘This illustration clearly shows how, without the need for drilling any of the 
members, girders can be fitted together, in this case to. make an overhead 
n-way, by clamping to two existing parallel uro of a building the 

fain 
realise the great saving of time and work made possible 





gi ome of financi 


assistance to manufacturers desiring to 


enter this business, When this organ- 
isation has been analysed; it appears 
that all it is prepared to do for the 
smaller manufacturer is virtually to 
guarantee him an overdraft. He has 
to pay interest on the value of his 
guarantee and interest on his overdraft. 
This, as a business proposition, does 
not seem to make sepse. 

Presuming that the Government are 
prepared to allow exports of various 
consumer commodities over and above 


ere’s a Great Time & Cost Saver 


for Factory Maintenance Men 


ports and for an endless variety of 
similar fixings. 

The Lindapter, as it is called, enters 
into constructional engineering as 
something of great utility in speeding- 
up erection by avoiding drilling the 
members to be secured together. The 
essential feature of the  Lindapter 
girder clamp used for this purpose is 
that each bolt is fitted. with two bolt 
adapters. A thin spacer plate with 
hole at each corner is placed between 
the two girders and retains the bolts in 
position close up to the flanges. In 
this way girders of any size can be 
rigidly connected at any angle, or 
parallel to one another. 

The freedom from the necessity of 
taking detailed dimensions on the site 
and transmitting these to the works, 
and the absence of all drilling of 













ance men . will 
| absence of 





enforce the cutting down of consumer 
consumption at home in order to sell 
more overseas, it is obvious that con- 


siderable assistance . will have to be AD 


given to manufacturers both in the- 
form of marketing advice and some 
form of financial backing. 

It has been suggested that collective 
marketing and collective advertising: 
should be planned. Here again, it is 
neither economic nor sensible to 
embark upon such a proposal because, 


` Continued on Page 28. 


flanges, represents a very important 
saving in time all round. 

The Lindapter girder clamp principle 
is available for fixing angles, channels. 
and cast iron brackets. In fact, where- 
ever in the factory it is required to 
anchor one metal surface to another a 
Lindapter can do it without any need 
for drilling. For example, in erecting 
conveyor or lifüng gear, in locating 
electric motors, erecting partitions, 
building stores, supporting pipes or 
conduits, erecting shafting, etc., all the 
lengthy and tedious processes of fitting, 
marking and drilling can be avoided. 

Lindapters are made in a wide range 
of varieties suitable for practically 
every kind of "fixing" job that could 
be mentioned from, say, simply hold- 
ing ceiling boards to putting up a com- 


plete and complex system of overhead. > 


shafting. The material of which the 
Lindapter is made is high grade malle 


able iron and each is stronger than the 
bolt which it fits. 

An interesting booklet has been pre- 
pared showing about a hundred typical 
time and money saving uses to which 
the factory executive can put these 
fittings, 


need for drilling. In addition, there is the advantage that the structure can 
first be put up loosely in i i j 
final positions can then. | 

This flexibility is another 


Approximate positions; all adjustments into 
sily and quickly before bolting up tight. 

saves time, simplifies the work and 
the cost j qnit 























Urgent Need is to 


You May Expect :— 


Higher T ation. 











1. 

2. Greater Scarcity of Materials, but a Seller's 
Market. 

3. Better Supply of a Few Raw Materials. 

4. Dearer Paper of all Kinds. 

5. Still Lower Shop Sales. - 

6. Labour Shortage Intensified. 

7. 


More Urgent Demand for War Supplies. 


Writes CECIL CHISHOLM, M.A., ‘Business’ Economist 


NEMY action in Norway and Den- 
mark, the weakness of free sterling, 
©. the increasing drive of the Ministry 
of Supplies for output, all of these 
factors have made business conditions 
more exacting and difficult this month. 





Some Dislocation 
Inevitable Here 


AR on the Norwegian-Danish 

front will inevitably cut down 
food, paper, pulp and timber supplies. 
It is not generally realised that half 
of our newsprint comes from Scandi- 
navia in the form of mechanical pulp 
wet. The Danish contribution to the 
breakfast table can be replaced partly 
from Ireland, from the Empire and 
from the Home Front. Timber we are 
now getting through in increasing 
quantities from America and Canada. 
But obviously further temporary dislo- 
cations in supplies are inevitable. Re- 
adjustments of this magnitude cannot 
be made overnight, however great the 
resources may be. 


Supply Ministry 
Needs a Churchill 


HE Cabinet reshuffle was entirely 

unsatisfactory to business men 
because it left most of the Ministers 
criticised still in office. In particular, 
the failure to make any change at the 
Ministry of Supply is deplored, for it 
is a vital ministry in the economic as 
well as the military war, and 
own. ‘Churchill’ 









The men are here, materials are 
coming forward in a surprising way 


from the Empire and South America, — 
and the necessary equipment could be 
rapidly increased under better manage- _.. 


ment. The scheme to share works 
equipment with France, for instance, 
ought to have been applied long ago at 
home. 


up of this common sense move. 


Employment 
Nearing Capacity 


N the other hand, the 


wholly about 


966,000, 


unemployed is now 


the number of 
ible minimum (as I showed last month 
and as others now confirm) is 700,000. 


lbs mean that there are only 266,000 | 
wholly unemployed people open for jobs | 
1000 ib al, Pe. o. 1929==100 
As the Forces are to register another | 
600,000 mea this month, presumably to | 
be absorbed by mid-summer, this total | : 
will be quickly reduced. In other words, í 
| WHOLESALE 
; PRICES 
With the employment corner turned, | 
how | 
; 1930100 
Apparently the number of registered | 
workers is just over 15,000,000. This | 
f around 450,000 | 


to-day, or 421,000 in all. 


superficial complete employment is on 
the way. | 


the question naturally arises: 
great is our national output? 


represents a decr: 


MATERIAL 


| Thousands £'s 


; TOTAL 
In fact, the interchange of | DOMESTIC 
machine tools, milling machines, borers | EXPORTS 
and so on has only just begun in the | 
feeblest way, and there seems no imme- | 
diate prospect of any substantial speed- | 


| REGISTERED |. 


better | 
weather did increase employment | 
surprisingly. The number of workers | 


| UN- - 
EMPLOYED | 


registered | 


unemployed is 1,121,000. The irreduc- | COST OF 
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- to 500,000 on a year ago. There have 
been some 420,000 to 450,000 new 
entries into industry, which is rather 
more than the normal exodus, so that 
the reduction in the potential production 
forces may be nearer 600,000 than 
500,000 already. We may expect it to 
top 1,000,000 by mid-summer. This 
— applies to registered workers only. 


— Productive Capacity 
Falling 
ER MERE has been a relatively larger 


exodus of executives, managers, 
foremen and other unregistered 
workers, so that the probable reduction 
` in productive capacity is already in the 
neighbourhood of 8 per cent. and 
rising. But thanks to overtime, higher 
© wages and bonuses, earning capacity 
+ has probably fallen by much less. 

+ The compulsory fall in food sales is 
"somewhere about 12 per cent. below a 
~ year ago (Economist index). This fall 
< is not serious since the index is still 
“84 points above the corresponding 
- month (February) of 1932. But it does 
_ show the effect of rationing and higher 
prices on buying. 

My suggestion of the fall in produc- 
tion is borne out by retail sales as a 
whole. For the rise in February was 
only 4.2 over last year, whereas prices 
have risen by 15.4, so that there was 
a net fall of around 11 per cent. in 
the volume of purchases. 
ig In Central and West London the fall 
was around 26 per cent. in volume, or 
just a shade below that of January. I 
exptct better figures for March and 
§ April, when the full effects of re-evac- 

uation should be felt. On the other 


“With this Snuffer an incendiary 


This illustration also shows one of the latest 
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hand sales in suburban London nearly 
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equalled those of a year ago in terms 
of money, which means a fall of around 
154 per cent. in volume. In the South 
of England the fall was less than 3 per 
cent. in volume and in Scotland 4.6 
per cent, which shows the effects of 
re-employment still being felt. 


London Purchasers Only 
Quarter Millior Fewer 


HE return to London continues 

apace. Both the west-end estate 
agents and shops speak of better times 
and returning clients. Some interesting 
figures now make it possible to estimate 
the extent of the fall in London's 
population and purchasing power. Of 
the 244,000 school children who left 
London in September under the 
Government scheme, over 100,000 have 
come back. Of 3,500 firms evacuated, 
many of them very small, over 700 
have returned, But on the other hand 
20,000 to 30,000 Civil Servants are still 
away. Thus probably less than a 
quarter-of-a-million London people 
have actually left London. 


Hotels and Property 
Still Hit 

T is now clear that the non-official 

evacuation that has taken place has 

been largely to the outer suburbs. The 
bulk of the evacuees must be within 30 
miles of London, Hence the return of 
shoppers to the west-end and the in- 
most suburbs immediately the days 
lengthened and the difficulties of the 
blackout were reduced. 





E. For Dealing With Incendiary Bombs 


bomb on a concrete or fireproof floor can be quickly put under control. 
asbestos aprons and face 
with intense local heat from whatever cause 


designed for dealing 






'The real sufferers are the hotel 
keepers and boarding house owners. 
Their clients have not returned; their 
rates are up; and very little is being 
done to relieve their very difficult 
position. But even their sufferings 
represent only a fractional damage to 
the great business entity that is London. 


- Oe Xs 


Production Still 


Inefficient 
employment is better, if London is 


F 
I recovering, if the Government is 
showing more drive, the vital problem 
remains unsolved. The grim fact is 
that neither labour, machinery, nor 
raw materials is being controlled and 
used with anything like high efficiency. 
A census of skilled men is to be taken 
quarterly: it should have been taken 
six months ago. During the last war 
it was found necessary to take this 
census monthly, why not now? After 
all, skilled labour is one of the country’s 
greatest assets, if not the greatest asset, 
so why should it not be properly 
surveyed and applied? 

The surprising disclosure is made by 
the Economist that Germany is actually 
spending 50 per cent. more on the war 
than we are, even in terms of money. 
This gives some indication of the 
tightening-up that has still to he done 
by the Ministers responsible for the 
out-put of munitions and war materials 
in this country. 

At the moment machine tools would 
appear to be the bottle-neck. A better 
use of existing tools, and higher 
imports will not be enough. The 
capacity of the machine tool industry 
will have to be expanded, and quickly. 


Export, too, Needs 
Real Help 


HE same is true of the export 
- situation. Only two major indus- 
tries are yet organised into groups. The 
other 24 industries with export groups 
are largely sectional. Many of the 
metal industries are not yet organised 
for export at all. However, Sir Andrew 
Duncan is getting action in this section. 
jut there is a tremendous lot to do in 
this direction if more than official lip- 
service is to be given to this great 
problem of export. The much boosted 
export drive does not yet rcally mean 
anything to the average manufacturer 
who is anxious to get busv in this 
direction. ‘ 


Staggering Expenditure 
Envisaged 


F the Economist's estimate of 

Germany's war effort is correct, it is 
clear that our own expenditure on the 
war must be increased rapidly. At the 
moment it is increasing at the rate of 
£1,000,000 per week. Should this 
continue the Government will be faced 


Continued on Page 28. 
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How Stork Margarine Campaign was Replanned 1 
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Magarine, "Pooled" early in the war, defeated this com- 

pany's plans for Brand advertising, sent them off on a 

new angle to cope with quite different problems. Then, 

the product suddenly "De-pooled,' the company had a 

day-and-night task to catch up and open with a new 

"Return of Stork" publicity campaign to announce con- 
tinuity of the Brand 


By MABEL BLACKMORE 


Advertising Manager, Van den Burghs and Jurgens Limited 


HE outbreak of war meant big pro- 

blems for every advertiser, but 

few companies at that time could 
have faced the immediate future 
with more apprehension than we did. 
That, probably, was because we remem- 
bered the adverse effect which the last 
war had on margarine. 


Years of Careful Work to Kill 
A Prejudice 


Although margarine had enjoyed 
steady sales in this country for many 
years, it was during the last war that 
it really began to be produced on a 
large scale. But because of the diffi- 
culties of obtaining the right kinds of 
raw materials and other problems of 
manufacture, it became regarded as a 
largely emergency product and, con- 
sequently, there grew up a widespread 
prejudice against margarine. 

Years of research work to improve 
manufacturing methods and formulas, 
combined with consistent big scale ad- 
vertising, however, gradually broke 
down that prejudice, and by September, 
1939, Stork was firmly established as a 
nourishing foodstuff of a definite indi- 
vidual character and was quite clear of 
any misunderstanding about its being i 
mere substitute for anything. Sales for 
some years had been strongly on the 
up-grade, the autumn of 1939 culmin- 
ating in a record in the company's 
history. 

Before September, 1939, it was 
known that in the event of war the 


- margarine industry would be controlled, 


è -attached to the brand-name. 
-= words, the result achieved by years of 


probably for the duration. .Mr. J. P. 
Van den Bergh, our managing director, 
saw that if all margarine was made 
to a standard formula and sold in a 
plain wrapper, there was the danger 
sof a complete loss of the goodwill 
In other 





For 5 years Miss Blackmore has been consistently 


successful as chief of Stork advertising. She has 

confirmed her company's view (though that view at 

the time was a complete change of policy) that a 

woman executive could best direct the publicity of 
such a domestic product as margarine 


hard and patient work would be entirely 
negatived. 

It was decided that we could prevent 
that by continuing our advertismg. As 
soon, therefore, as the industry was 
controlled on October 7th, arrange- 
ments were put in hand at once for a 
campaign planned on a purely good- 
will basis, as distinct from one embody- 
ing a strong and specific sales appeal. 

Before this plan could be put into 
operation, however, the industry was 
decontrolled. In just four days we 
jettisoned all detail of the ‘good-will’ 
scheme on which we had been working 
and prepared and launched a com- 
pletely new campaig of the strongest 
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specific character. It announc 
return of Stork. 

The first advertisements 
"Coming back soon! Yi 
Stork Margarine.” By th 


announced, 
ur favourite 
time Stork 


was actually on sale a second series GF Ta 


The 


advertisements was appearing. 
copy in these advertisements made @ 


virtue out of the difficulties of produe- ` 


tion. “In spite of difficulties,” it 


N 


< 


ran, if 


“in obtaining exactly the same blend of 7 


raw materials for Stork, t! 
this famous margarine have secured the 
finest ingredients available, have 
blended them as skilfully as their years 
of experience have shown them how, 
So you can be sure of this—though 
occasionally there must be variations im 
the actual blend oí ingredients, the 
splendid food value Stork will 
remain unchanged." 

In December special Christmas ad- 
vertising of a topical nature was dome 
to reinforce seasonal selling efforts 
One of the timely "tie-ups" in the 
announcements was illustrated 
recipe for a war-time Christmas cake. 
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Because of The War We 
Increased Advertising 


15 inch 
in national 


The spaces taken wer 
doubles and 10 inch triples 


c makers of 3 
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C1 
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and provincial daily papers, provincial | 


weeklies and magazines. 1 
the fact that we did not utilise the war 
as an excuse to curtail the volume OF 
our advertising but rather that we saw 
the need for increasing I should: 


mention that in six weeks of this period 


we spent as much as we would haye 
done in a normal quarter at that times 
of the year. . 


emphasise 7. 


We also rana poster campaign im 


support of our press advertising. Ma ny” ; 
people were surprised that we had 
posters on 8,000 sites throughout the 
country within a few days 


introduction of Stork, This was pases 
sible because the posters had been 
printed in readiness for the normal 
campaign which wonld have began ii 
September if war had not occurred. 
Fortunately these poste were stil 
topical. e 


Our Sales Promotion Out- ~~ 





of the ree 


Sold Us 3 
3 * 
The advertising campaign stopped 
just before Christmas and was moto 
opened again until March 9th of this cm 
year. This was shere expediency, Sales - 
of Stork had increased to such amiin 
extent that, owing to the control of raw ii 
materials, we could hardly meet the 
demand. Not only was there this great ss 
demand for Stork when the industry 9% 






 decon 5 position was 
ther aggravated by the normal 
Christmas increase, plus transport diffi- 
culties due to the war and the excep- 
tional weather. 
These things made it impossible for 
reserve stocks to be built up, and we 
“considered jt advisable to suspend the 
advertising until the situation. became 
easier. 
We recommenced the campaign on 
arch 9th with 10-inch triples and 
ole pages in an extensive list of 
nal and provincial dailies and 
lies and women's magazines. It 
atured around the Stork War- 
ookery Book, which was offered 
| the public, 

































































se Forms of Publicity Had 
to be Abandoned 


The war, of course, caused the cessa- 

Í certain forms of publicity, such 
radio, house-to-house canvassing and 
monstrations, which prevented us 
n making personal contacts. This, 
ell as the enormous interest taken 
n margarine by the public since the 
var began, has resulted in a vast num- 


ut It Must Be The Right Sort 


)EFORE the war we experimented 
with broadcast music and proved 
that an hour's programme of light, 
ful music broadcast’throughout the 
ks towards the end of the morning 
riod had the effect of increasing out- 
ut to a definitely measurable extent. 
T believe there is much truth behind 
;much parodied line "Music hath 
! ." There was a lot of the 
hologist, though perhaps not much 
ie anthropologist, in William 
peare. 

appropriately he wrote: 

jan that hath no music in himself 
is not moved with concord of sweet 
funds 

for passion only, stratagems and 
poils, 

of course he meant women, too. 
ately, the people who show no 


as a stimulant and an aid to 
it is quality rather than quantity 
isic that matters. The great 
tion of people (including our 
who work in. factories are not 
i the Hall concert tradition. 
know. more. about the free and 





once. 





ber of postal requests for information 
^on this subject, particularly questions 
about the dietetic value of margarine 
and details about manufacturing pro- 
cesses. 


New Descriptive Pamphlets For 
General Public 


In the past we have had literature of 
a technical character of interest to 
medical men and dietitians, but in order 
to assist these many enquirers from the 
general public, we recently prepared 
a new pamphlet written in a less 
technical manner. This was issued as 
a magazine inset and was sent to all 
postal enquirers. 

Behind all our advertising is our 
policy aim that the advertising shall 
make each new user of Stork a per- 
manent customer. 

None of us can prophesy what the 
future holds for the industry, but 
whether control is re-introduced or not, 
it is certain that we shall continue to 
advertise Stork and in this way pre- 
serve the goodwill which we have care- 
fully built up over so many years. 


USIC Helps More than Ever 


low to Stimulate Production 


of Music 


Says the SALES MANAGER 


of a large firm of Rain Coat Manafacturers 


H 


easy sing-song in the local on Saturday 
cvenings, with cigarettes, pipe, Guinness 
or beer. Their musical appreciation is 
peculiar to most working class quarters. 


When, therefore, the “musical 
director” broadcasts over our work 
tables some lilting tune that everybody 
associates with the happy free-for-all 
in the Pig and Whistle at the week- 
end, it heartens them and makes for 
speedier output. 


If music in the factory was thus 
effective in normal times of peace I 
believe it will be at least as effective— 
and far more necessary—in these times 
of war. To employees who must work 
most of their hours in artificial light 
and then grope their way through un- 
lighted streets to homes where there is 
greater compulsion on the black-out 
than on rent-paying, surely the nerve- 
tonic effect of music is a necessary 
measure. l 

In our own case I can vouch for it. 
If by some chance the turntable 
operator fails to switch on the musical 
programme at the prescribed hour a 
volume of complaint is forthcoming at 









| Too M ach | 
Streamlining 


Loses Customers 
By T. G. GRICE 


ONE of the best ways to find out 
how, and sometimes why, people 
buy things is to have observers 
keep their eyes open in the big depart- 
mental stores and big retail shops. 
Market research experts know this and 
often employ the method. 
An observer who recently carried out 
a spell of watching in one of the 
London. West End stores remarked on 
the number of times that women picked 
up products, examined them carefully 
and then based their reason for buying 
or rejecting the article solely on what 
the package told them. If, on final 
examination, the label on the container 
carried want-creating copy and told an 
appealing story, then as often as not 


the package was bought. Conversely, 
many packages casually picked up 
because their appearance attracted 


were put down again and ignored 
because, apparently in the interests of 
"art," all such things as descriptive 
lables had been streamlined off them. 


The Modern Art Package Told 
Enquirer Nothing 


This. observer was specially noting 
how a certain new brand of cosmetic 
was being received. This cosmetic was 
a de luxe product put up in an expen- 
sive container coloured black and, ivory. 
The only relief on its smooth glossy 
surfaces was a single tiny label bear- 
ing the firm's name embossed in gold. 

Time after time one of these beauti- 
ful containers was picked up and 
examined by visitors to the counter, but 
not a single one was bought. The con- 
tainer remained a mystery to the 
would-be customers who looked at it. 
No one wanted to come under an obli- 
gation by asking the saleswoman to 
explain the "mystery" package. 


Manufacturers Must Not Lose 
Sight of This Angle 


This seems to suggest that manufac- 
turers can go too far with the stream- 
line, modern art idea. True, it is a good 
plan to simplify, to do away with all 
the odds and ends that create an untidy 
appearance and serve only to confuse. 
But it is just as harmíul to go to 
extremes. We are not in business for 
arts' sake but for the purpose of mak- 
ing a good product and of telling the 
would-be user all about it. Seems to 
me this factor should get more: con 
sideration from the designer, 


















Re-organised Our Transport 


lo Meet War-time Conditions . . . 





Formerly, London and the Home Counties were served by thirty-five vans from the 
company's London headquarters 


HEN war came with its petrol 
A rationing and consequent restric- 

tion on motor transport we faced 
the difficult problem of re-adjusting our 
delivery service, particularly in London 
and the Home Counties. 

For very many years—in fact since 
1920—our distribution system has been 
carried out by three methods :— 

(a) In London and the Home 
Counties by a fleet of 35 special 
delivery vans operating over an area 
covering a 30-mile radius from our 
works in Bermondsey, South-East 
Lendon. Over this area, stretching 
as far afield as Chatham to Ayles- 
bury and Guildford to Southend, we 
gave a daily delivery which was 
much appreciated by our customers. 
In addition, we maintained a full 
night telephone service, so that it was 
possible for an order, telephoned in 
during the night, to be delivered to 
the customer next day. 

(b) By transfer accommodation 
at a railhead to which goods are 
despatched in railway containers and 
transferred to one of our delivery 
vehicles permanently stationed in the 
district. This system is applied par- 
ticularly to sparsely populated dis- 
tricts. The “reasons for such an 
arrangement are, of course, obvious. 

(c) The third and important 
method is by a chain of 28 depots 
situated in important centres such as 
Manchester, Birmingham, Bristol, 
Glasgow, Belfast, Cardiff, etc. These 
depots, carrying a full range of all 
stocks and are run by a self-con- 
tained staff, serviced with delivery 
vehicles and controlled by a depot- 
keeper. In nearly every case the 
depot is situated on the railway 
company's premises so that the con- 
tainers from London are shunted 
alongside and  unloaded with a 
minimum of handling. 

It was quite apparent from the start 
of the war that our London and subur- 
ban services could not be maintained 


because of petrol rationing and the 
short hours of daylight during the 
winter months. The blackout, as well 
as limitation of fuel, curtailed driving 
hours. 


These Were The Three Main 


Considerations 


In the first place we recognised three 
important factors :— 
(1) The area covered would have 
to be restricted. 
(2) The frequency of the service 
would have to be curtailed, 
(3) A new system of servicing the 
outer area would have to be adopted. 
As a result of our investigation we 
found that the transfer method was the 
most suitable for this London and 
Home County area. 

To carry this plan into effect we 
established seven new Transfer Sheds, 
as we term them, at railway goods 


R. E. 


By 
HART, Organising nager, 

Peek Frean & Co., Ltd., Lond $.E. 
yards at strategic tov » Godal- 
ming, Redhill, Bearsted igatestone, 
etc. All our goods are livered by 
railway containers and vans have 
been transferred from the London fleet 


to do the local deliveries 
This arrangement has 
London delivery ser: 
radius to one of ll 
number of vehicles oper 


reduced our 
rom a 30-mile 
, and the 
from Ber- 


mondsey to 25 from 35 

In all cases the routes carefully 
planned by experts to conserve petrol 
and enable the driver to take advant 
age of the shortest possible routes, 
Every van is now sent out loaded te 
capacity to prevent wast 

Our normal staff for i livery van 
is a driver and vouth. We have found 
that by putting on a second youth we 
have at certain tim wen able to 
increase the number of liveries or 
calls. 


Retailers Co-operate to Make The 
Scheme Successful 


Naturally we have informed all our 
retailers of the ni de ry service 
and have asked for thei o 


erator 
order further in advance of 
where ssib] 


They now 
needs and, 
quantities. 

The system of packing id 








sek 





Twenty-eight depots, most of them on railway premises, located at strategic 


an individua! business. 


Road transport serves the area for whieh each depot is the 


points 


strategic centre 


throughent the 
country, are simplifying Peek Frean’s distribution problems. Each ef these depots carries s fall mage 
of biscuit stocks, each is run by an experienced depot controiler who conducts it along the lines of 







































r influence on our despatch de- 
‘tment. As we have used the cori- 
tainer system for years we are familiar 

ith the problems which might arise. 
We take care, of course, in packing. 
We use a thick felt sheet between tins 


Ve Now Have Better Control 
Of ‘Empties’ 


€ railway companies bring the 
ainers to our factory and take them 
.In most instances the contain- 
the journey back from the trans- 
Sheds, are filed with empties. 
eed, we have found by this method 
> get much quicker and less costly 
turn of empties—an important point 
“economy today. 
At each transfer shed we have a 
y man known as the depot keeper. 
8.18 quite an important job because 
has to run the depot almost as an 
dividual business. He receives and 
eks the goods, puts them into stock, 
spatches them to customers in his 
ea, gets back the empties, re-orders 
ods from head office and generally 
manages a local business. 
As I have already mentioned we have 
ed a depot system for some years 
ervicing the rest of the country. In 
ijunction with another big biscuit 
mufacturing concern we maintain 
28 depots to service those of our 
DOD "retailers located outside the 
ondon and Home Counties area. We 
about 50 vans for this work. The 
e-adjustment needed in the pro- 
es has been reduction in frequency 
eliveries. That has been the job 
*"sub-managers in those areas. 
have had to limit and plan their 
veries to meet restrictions imposed 
petrol rationing, 
is still too early to give any 
ailed costs of our re-organisation, 
'€ have only just got over the transi- 
on period. But | can say this: when 
€ do get authentic figures they will 
obably show that our costs are, on 
whole, lower for the London and 
ome Counties area. This will arise 
cause of the more careful use of 
hsport. Before the war we were 
sh with our daily service and the 
liness with which we made special 
Iveries of quite small orders. That 
I represents an expense which has 
en. entirely suspended. 


We Found the Blackout Intro- 
duced These Difficulties 


We have, though, made one very 
iportant discovery—that blackout con- 
tions have a marked adverse effect on 
costs, deliveries and personnel, 

Because of necessary slow driving in 
consumption rises 
Delivery is difficult as the van 
have trouble in finding their 
^oeven over familar ground, and 


en they have the irritating and time- 








fumbling in the da 
ort out gods they are to deliver. 
We have noticed, too, that damage 
to the vans is higher during blackout 
hours than at any other time and, of 
course, the strain of driving and 
working under such conditions is felt 
by the men. Fatigue sets in very 
quickly. 

We propose to cope with this problem 
next autumn and winter by making an 
earlier start. Our scheme is for drivers 
to leave the factory in time to reach 
the first retailer to open his shop on 
their routes. The retailers will he 
asked to co-operate with this plan. 

It is true, of course, that our drivers 
may be starting while it is still dark, 
Our experience ^in the factory has 
shown, however, that people do not 
consider early morning darkness so 
trying and difficult as that at night. 
Probably the reasons for this are that 
they have come from a night's sleep 
and feel more vigorous and alert, and, 
at the same time, they know that day- 
light is approaching, not fading. That 


Is quite an important point. 


AW uite sure our scheme w 
be a success and so do our transport 
Staff, who have agreed that the plan 
is good. It will mean better use of 
daylight hours, quicker deliveries, less 
damage to vans, more economical use 
of petrol and less fatigue for our van 
drivers. 

There is one othér point 1 should like 
to mention. We have experimented 
with gas-produced units and we have 
found that, in their present state oi 
progress, they are not suitable for 
quick and varied delivery work, but 
they are most useful for long distance 
runs. 

We have also had several years” 
experience ^ with electrically-operated 
vehicles but they, too, have some dis- 
advantages. They have a limited 
cruising range and do not stand up 
well where frequent stopping and start- 
ing is necessary. While we do use a 
few of these vans our experience shows 
that there is nothing yet available 
which can replace the petrol-driven 
vehicle. 


Stores Dept. Lighting Cut 85 per cent. 


N a raw materials and parts store 
that covers the better part of 2 acres 
Of floor space electric lights between 


the rows of racks and bins were 
lormerly kept on at all times. 
Aggregate current consumption was 


considerable but no one noticed it when 
times were good. Today this expen- 
diture has been reduced by about 85 
per cent. Instead of having all lights 
on all the time only pilot lighting. (10 
watt lamps) is maintained at a few 


strategic points while all main lamps 
(100 watt) have been fitted with pull-on 
lamp-holder switches and are kcpt off. 
Thus storekeepers have ample light in 
which to find any necessary bin, but for 
full light they reach up and pull on the 
particular main light wanted for the 
moment. They extinguish the main 
light again when it is no longer wanted. 

This simple arrangement is main- 
taming a big economy without in any 
way interfering with work 


Tells The New Employee All About It 


T? get the employee's goodwill and 

to educate him into the firm's 
policy is one of the chief duties of 
£ood management. In one well known 
manufacturing concern this aim is 
assisted by the issue, to each new em- 
ployee, of a 3-part booklet produced on 
the firm's own office printing machine. 
The booklet opens with a letter. of 
welcome from the managing directors 
and goes on to deseribe the men who 
make up the executive framework of 


New Power Striker 


ANUFACTURERS whose works 
include à smithy know that the 
striker's job is necessarily a costly one 
because his actual work of "swinging 
the sledge" occupies but a small part 
of his paid-for time. Most of his time 
is occupied simply by waiting for heats, 
Now, however, a new mechanical 
striker" gives the blacksmith far more 
cient service than could be obtained 


irom his human counterpart. 
This mechanical striker is primarily 


the concern. The second section: 
explains the payment systems in force 
in the company and the methods of 
promotion. The third section des- 
cribes factory hours, overtime, group 
life maintenance and other employee 
benefits. 

With the aid of this booklet the new 
employee more quickly settles down 
and soon feels familiar with his new 
organization, 


for The Blacksmith 


a power “sledge,” under the absolute 
control of the smith. It is power-driven 
and requires only the control of the 
smith's foot on the trip bar to deliver 
all the variety of blows necessary to 
smithy work, 

So much does this mechanical striker 
speed up the work that, with its aid, 
the smith can do in a single heat as 
much work as, with a human helper, 
he would formerly need three or more 
heats for completion. 





gue un RE IOT guum 


Office Printing | 
Saves Money for Us To-day 


ACED with increased costs for 

nearly all office supplies, the office 

manager can look to his internal 
printing machine with even greater 
satisfaction than he did perhaps under 
peace-time conditions. To those who 
have not yet satisfied themselves on the 
soundness of such equipment, the 
following.may be of interest. It is 
based on our experience in a large 
engineering. works, and ‘attempts to 
bring out clearly the stages of develop- 
ment of a profitable internal printing 
section and its organisation, 


Selection Was Made From These 
Three Types 


We spent a considerable time before 
deciding the most. suitable type of 
machine for our purposes. There were 
three makes in ‘which we were 
interested, two of these being litho- 
graphic machines, and the other letter- 
press. In June 1939, we finally decided 
upon a lithographic machirie, and the 
necessary equipment was purchased. 

Without wishing to belittle in any 
way the advantages of the letterpress 
internal printer, we felt that the litho 
principle was simpler for what we 
wanted. 


It was the avoidance of any- 


By J. E. A. KING, A.C.W.A. 


The Stanton Ironworks Company Ltd. 


i 


form df type-setting that finally steered 
us away from letterpress to litho- 
graphic equipment. 


With lithographic equipment we knew 
that the plates from which we should 
print would be produced photographic- 
ally at the supplier's works, from our 
existing forms, so that the type sizes 
we had been using would be continued, 
and the general appearance of the work 
not interfered with in any way. In 
those cases where there was no existing 
form to photograph and thus obtain the 
photographic plate there were the 
resources of the supplier’s works to set 
up the job in type for us and from 
that type to obtain an image which 
could be used to make the photo- 
graphic plate. Within forty-eight hours 
of sending a form away from’ one's 
own office there is sent back the 
printing medium, produced by experts, 
ready for immediate use. Cases where 
such quality is unnecessary can be 
dealt with in one's own internal 
printing department, by using direct 
image plates, drawn or typed by almost 








Picked at random from work done by a modern office printing machine, this small selection gives some 


idea of the variety of jobs possible. 


The type of office printer referred to in the above article by 


ME Ming can cope with almost any printing job. from an office memo to an art catalogue or magazine 





in colour 




































anyone with an aptitude for suc 
The advantages of the direct. 
plate will be dealt with later. 


Simplicity of Machine Ma. 
Junior Operator Passible 


It was decided that a giri i 





organisation should be 
opportunity of workin 
machine, and the final 


a fifteen-year-old 
mailing department. 
sent to the supplier's local t 
for training. That trai 
at the most, of four full w 
The simplicity of the ! 
of this type of equipiier 
the choice of so young 
When the machine ha 
ready, the operator takes the 
D ORAL or dir i 
and affixes it to a steel « 
machine i is sen. in mot an, i 


employ 








ferred to a g 
whilst the paper pass 
blanket, picks up the image, 
through to the container 
stacked automatically. 
It was decided that we 
our various types of pap 
possible at the beginning. 
found who specialised in « 
cut for use on small prin 
Supplies were obtained of 
15-lb Bond, and 18; 
Wove, in Quarto and à 
Today, after running for six imo 
it is found that most normal ten 
ments can be met out of a limited pa 
range. 
Based on previous experience we t 
have a system oi maximum 
minimum stocks, so that the re» 
ing of paper by the fifteen-pears 
operator is almost  error-proof 
simplicity. 





We Found Too Cautious Start 


Was a Mistake 


Having dealt with the 
machine, the operator, and 
necessary printing paper, there folk 
the starting-up of the m 
development of the atte 
ation. 

The equipment was delivered on the 
day promised, and in a short time si 
unpacking the machine was ready 4 










































€ first job was put on. 

It would be untrue to say that the 
art was splendid—it wasn't. With a 
nior operator this was to be expected. 
In a desire to start cautiously we 
increased our own difficulties, because 
we did not use the machine enough to 
quire quick familiarity with some of 
€ necessary adjustments. 

A most important point when starting 
"use. such equipment we have proved 
ourselves is: Use the Machine 
ery Day, No Matter for How Short 
Time. 


.. Intelligent Operators Will 
iscover Additional Economies 


_ Doing only a small amount of work 
is an expensive way of running, but 
ter on, through experience, the 
erator will learn the possibility of 
‘onomies that the suppliers will not 
point out themselves! This matter of 
unning the machine regularly cannot 
‘emphasised too strongly. 
To achieve a balanced load of work 
ter, it was laid down that plates 
should be ordered only when forms 
me due for purchasing from outside 
printers in the normal way. That is, 
if the employee in charge of the 
Stationery stores found she was 
ining out of "Form X" she would 
quisition in the ordinary way, but 
that requisition would pass through the 
Internal Printing Section for examin- 
ation of its suitability for that depart- 
ent’s handling. 
. Where a form has been selected as 
suitable for internal handling (not 
rgetting that the stencil duplicating 
. hectographic machines might be 
table, without using the litho 
achine at all) the order sheet is 
prepared to the supplier’s works. 
The system used here is to obtain 





of order sheets. When the operator is 
ready to write her order she takes 


out the instruction to 
pplier's works, the copy order for the 
information of the purchasing depart- 
ment and her own file copy for 
: An important function in 
he creation of the order sheet is the 
insertion of the plate code number. 

Our code system consists of figures 


from the equipment suppliers a supply” 





show the plate serial number, month 


esides making possible 
50 per cent. on outside 


rinting charges, introduces yet another great economy— 


Owing to war conditions deliveries of completed orders 


rom outside printers may take two or even three times 
as long as normally. On the office printing machine these 


delays are banished. Often this advantage of time-saving 
utweighs even the cash saving on the actual printing costs. 


and year ordered, and number to be 
run on the machine when the plate is 
received. Thus 50140/1m would mean, 
Plate 50, January, 1940, run one 
thousand. The importance of the date 
of purchase is that it makes it possible 
to ascertain from the Work Record 
Book the number of forms that have 
been run off each plate since its life 
started, This information is valuable 
in checking over the allowance for 
plate cost in the machine hour rate, 
alluded to later under costing, etc. 
For a few pounds a supplies cabinet 
was purchased. This well designed 
piece of equipment houses the machine 
accessories, and more important, pro- 
vides pigeon-hole storage space for the 
printing plates. Each plate is placed, 
with its negative, in a large envelope, 
and on the front of the envelope is 
pasted a specimen of the form which 
the plate has printed. The code number 
will appear in the bottom:left corner 
of the form, and that provides the 
information to file the envelope away 
in its correct consecutive serial number. 


Jobs Are Filed So Savings Can 
Be Compared 


Speedy reference to any one plate is 
obtained by keeping a guard book into 
which is pasted, in plate order number, 
a copy of every form printed. On the 
left-hand side of the guard book are 
pasted specimens of the formis printed 
by outside firms, and on the right-hand 
side, specimens of our own printed 
work. The costs of each are shown 
under each form, with the percentage 
saving obtained shown prominently in 
red ink. This book is periodically sent 
to the managing director to let him see 
the quality of work being done. 


This Is How We Cost 
the Work 


Our method of costing the work 
produced has been to arrive at a 
machine hour rate—that is the cost of 
running the internal printer for one 
hour. For rough costs, in estimating 
the worthwhileness of taking a job 
from an outside printer, we reckon as 
follows : 
Job ur 
ost 5/ 





er. 1,000 sheets—Machine 
Job under 4,500 sheets— 






Job 


t 1. 
1/6 p.m. : uet 

These figures are definitely rough 
and are given without prejudice; paper 
costs have to be added in each case, 
The type of paper that one intends to 
use may often cause one to adjust 
one's machine rates. For example, 
flimsy papers sometimes do not stack 
well, and this slows up output. 

Savings of 50% and over are 
common, but these are usually found 
to be on the jobs where the demand is 
not above say 5,000-10,000 per annum. 


Savings Are Less on Jobs in 


Big Demand 


Our experience has been that the 
greater the.demand for a form, the 
smaller the percentage of saving will 
be. This is not unnatural. The 
advantage of having these forms for 
which there is a heavy demand on the 
internal printing machine is that they 
provide for those times when there is 
a lull in the demand for the more 
profitable type of forms, and thereby 
make possible the continued running of 
the equipment, with the advantage 
mentioned previously under. 

Savings accrue in other ways from 
the use of such machines. The 
machine we have will print up to 124 
by 9% inches only, with a maximum 
paper size of 14 by 9% inches, and in 
our anxiety to get as much work as 
possible it has been interesting to note 
the number of forms that have for 
years been printed on paper quite 
unnecessarily large.. In fact today our 
office staff are developing a form-size 
complex, and frequently quite volun- 
tarily suggest alterations that would 
make possible internal printing, and 
more important, cheaper standard size 
binders. 

Quality of paper is another fruitful 
source of saving, and here again the 
staff are offering to accept many forms 
on a cheaper grade. 


Special Savings Can Be Made 
On Short Runs 


A final point worth mentioning in 
the direction of obtaining savings, is 
the direct image plate. This plate is 
a specially grained plain metal sheet 
on to which one draws or prints by 
hand, using special ink, or alternatively 
on to which one types, using a special 
ribbon, on any typewriter. It is mainly 
of value where short runs only are 
required (up to say 4,000) and from a 
plate cost angle is about 75% cheaper 
than the photographic plate, whilst 
the quality is far ahead of that possible 
on ordinary duplicating (stencil or 
hectographic) machines, bearing in 
mind the range of papers that can be 
fed through an internal printing 
machine. 

In peace-time these savings were 
important enough, but today they 
should enable us to meet war-time 
prices with satisfying. equanim ] 
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Firms Are Now Looking After the 


E. 


SMALL as well as the Large Economies — 





URING the past four months 

enquiries reaching the offices of 

this paper from readers asking 
about modern equipment and methods 
have increased enormously. But about 
these enquiries there have been, and 
still are, two noticeable characteristics : 
(a) the bulk of enquiries are about those 
items of equipment and services which 
concern the detail rather than the 
broader factors of business organiza- 
tion, and (b) the enquiries range over 
a far wider variety of items than ever 
before. 

Another thing noticeable is that 
these enquiries come in from large 
firms that have always been recognised 
as highly modernised and lavishly 
equipped, as well as from small firms 
with unpretentious equipment, and from 
‘old-timers’ formerly known as sticklers 
for tradition and ‘horse-and-buggy’ 
methods. 


This Tightening-up Process Is 
Becoming Obvious 


| think these facts reveal a signifi- 
cant condition. First, from the nature 
of the things enquired about it seems 
clearly obvious that firms of all kinds 
are seeking diligently for every pos- 
sible means of offsetting the shortage 
and possible deterioration in quality of 
labour. Secondly, they rather convey 
the idea that in many firms where 1t 
was assumed that equipment was of the 
fullest and most modern order through- 
out there were, nevertheless, many 
points of detail where the standard of 
efficiency was really not so high after 
all. 

For example, from several sources 
that gave us something of a surprise 
we have had requests for advice about 
a simple means of recording telephone 
calls so that they can be correctly allo- 
departments for charging up. 


Here is revealed the decision to cost 
more accurately and closely the internal 
workings of departments, a little matter 
apparently considered of not much con- 
sequence in days when net profits of 
the businesses as a whole were never in 


doubt. 


Paper Economy More Necessary 


Now Than Ever 


We have been asked what are the 
very latest developments in stationery 
stock control and methods of issuing. 
Again a clear indication of somebody's 
newly-taken decision to put a crimp in 
the bill for letter heads, envelopes, 
forms, carbons and the score of things 
of which prodigal use was generally 
made.  Tight-up stationery control is 
now a National duty. 

Small accessories of a labour-saving 
nature to improve systems of mec- 
hanised accounting have been the 
subject of enquiries since the winter of 
last year. That winter, with its toll of 
staff absentees, plus the possible future 
difficulty of getting sufficient trained 
operatives, are factors that have 
prompted office executives to offset the 
human element as much as possible. 


Manufacturers 


should read about the 


Important Services 


described on 
Pages 10—11 





his executive offices 


This 


Correspondence 


Proves It 


Requests for more details about a 
system of shorthand by machine 
revealed widespread interest in some- 
thing that saves executive time and 


relieves staff of work, two 
of economy. 

Enquiries are frequent for 
mation about mail room equipment; 
postal franking machines, stamp affix- 
ing machines, letter openers, etc. 

With fewer travellers on the roads 
today firms are doing more and more 
business by mail, but the office 
staffs are depleted. High-speed equipe 
ment is the answer to both problems. 


ital points 


iter 


When we described, rei ently, i new 
system of moveable store racks (or bins 
or shelves, they can be of any form) 
that stored more goods in less space, 





enquiries about it came in from every 


part of the country. That was only 
natural, of course. The new system 
meets a present-day problem. Many 


firms have less space available than they 


had before the war. Some have closed 
part of their premises, moving stuff 
from the evacuated buildings into those 


retained. Others have expanded by 
taking on additional work or by chang- 
ing to quite different work occupy ing 
more space. To be able to store more 
goods in smaller compass and yet have 
them more accessible is obviously an 
economy that attracts executives whe 
are on top of their jobs 


Investigations Are Not Confined 
to The Office 


But enquiries are by no means eorr 
fined to office equipment. As I say, they 
cover an exceedingly wide range 

For example, let’s glance over some 
of the enquiries that have come in since 
January. One large firm has lately 
become aware of the menace of noise; 
a director wants us to suggest how all 


can be sound- 


infor- 


E: 


| 5 


"proofed. Another concern wants to 
know about rubber-wheeled trucks 
because their factory floors have just 
been renovated and they don't want 
them knocked about by the iron wheels 
of the old-fashioned trucks previously 
used. Also they know that rubber- 
wheeled trucks absorb far less human 


~ tractive effort. 


x 


Ventilation in The Black-out 
Continues a Problem 


Not one, but scores of letters have 
how factories and workshops can be 
ventilated in the hot weather during 
~ blackout hours. 


3 A Small firms are the majority in put- 


y 


> comfortable. 


D 


— offices 


> burner, 
- “banish this condition. 


— System 


ting this question. Most big firms are 
well equipped. Either they have air- 

. conditioning or some effective big-scale 

of forced draught. But such 

things are fairly expensive. There are 

thousands of manufacturing concerns 
who cannot manage such an outlay, but 
who nevertheless want an efficient 
System. 

Paper towels is another item about 
which much interest centres. Textile 
- towels have increased in price and laun- 
B dering charges have gone up. The 
paper towel, apart from its obvious 
hygienic advantages, therefore the 
obvious choice. 


IS 


Then there are enquiries about more 
modern lighting, pension schemes that 
relieve the management of all respon- 
sibilities regarding the ‘old employce,’ 
canteen equipment, bicycle storage, 
factory flooring, conveying equipment, 
and so on. We could fill this page with 
the list. 

Taking the total, in the seven months 
slice war started we have received 
from readers more enquiries than is 
ordinarily the case in®a full year. 

This does unquestionably reveal the 
universal aim to tighten up business 
organization at every point: to look 
after the detail: to make every action, 
every process and every condition give 
a better result at a lower cost. 

In the old days it was competition 
that prompted this endeavour. Today a 
stronger force than competition is oper- 
ating. It is the force of a National 
and individual fight for existence. 

Suppliers of business equipment, 
methods and services, however, can 
provide everything that is required to 
meet this urgent need. The average 
executive is not acquainted with half 
the things that modern appliances can 
do in the way of improving the internal 
running of his business. Now is a good 


time to find out about some of these 
things. And a good way to start is to 
write to this office describing your 


problems. Those questions to which we 


Portable Gas Heater to W arm-up 


EED for full power of the office 
or factory heating system is 
gradually diminishing, advent of 
Warmer weather is making things more 
First few hours in the 
morning, and towards evening, how- 
ever, the air continues to have a nip 
in it that can make the atmosphere in 
and other business premises 
pretty uncomfortable to work in. In 
ct this chilliness is more responsible 
"than any other factor for ‘slow starts’ 
Sin the morning. Cold fingers cannot 
vork properly. 
Here is à new and efficient little gas 
heater, „with its  low-consumption 
that has been designed to 
It provides an 
-economical supplementary heat source 
for the chilly hours. Plug it into any 


~ gas point and it throws a concentrated 


heat beam in any required direction. 


Especially Useful for Those Earlier 


Morning Starts 


As a war-time measure many offices 
are beginning work half-an-hour or an 
hour earlier than normally. In such 

“circumstances an cconomical, easily 
controllable heater is more than ever 
useful for ensuring staff comfort and 
efficient working conditions. 

It should be remembered, too, that 
the average British summer is not one 
Jong heat wave. When main heating 
systems are officially shut off for the 
season the so-called sunny months can 
produce some grim and cheerless days 


when economical heating ‘on tap’ is 
not only a comfort but an absolute 
necessity if employees’ work- output 1s 
to be kept up. 
In passing it be 


might helpful to 





ourselves do not know the complete 
answers we can pass on (without 
obligation to you) to recognised author- 
ities who do know. 





Appoint 
A Waste-Saver 


UCH is the need now for economy 

and the abolition of all waste that 
large firms are finding it pays to 
appoint some responsible employee to 
act as waste supervisor. 

When it is remembered that in some 
offices £400 a year can be saved merely 
by ensuring that typists' carbons are 
not wastefully used, that other; firms 
are saving at the rate of £1,000 by 
minimising waste and careless break- 
age of glass containers, that £500 can 
be saved by controlling small stationery 


items, some idea can be gathered of 
the scope of the ‘waste supervisor. In 
the office and the factory there are 


literally scores of points where waste- 
control can be exercised now. 

It is an excellent plan to see what 
value in cash can be saved in one 
month and to make it a point of honour: 
of exceeding that figure each month. 
The spirit of competition goes a long 


way towards keeping the initiative 
alive. 

h Cold S 
those Cold Spots 
mention, too, that a little heater like 


this is just as useful in the home as in 
the office. Most executives can visualise 
circumstances in which it would add 
considerably to their comfort. 





The new design of this little heater makes it very strong as well as compact and easily portable, 
Gas consumption is low 


The Tungsten Filament Electric 





Light Bulb Is On Its Way Out . . . 


This Better, Cheaper Lighting W 
Take Its Place . . . 








a HEN the last World War 
broke out the gas-filled, ‘half- 
watt’ tungsten filament electric 

bulb was just starting to sweep out of 

existence the vacuum, metal filament 

"bulb. 

A decade earlier the vacuum lamp 
“had won a similar ascendency over the 
ld carbon filament bulb. 

Each of these developments in elec- 
. tric lighting was the result of long and 
. careful research. Each was revolution- 
cary. Each introduced such efficiency 

" and such economies that its predeces- 

sor was completely eclipsed. 
But progress in electric lighting 
never stops, and today it is tolling the 
knell of the gas-filled half-watt lamp 
itself. The bulb that for 25 years has 

"served industry and the world so well 

4g-on its way out, transcended by yet 

another achievement of the lighting 
research engineers. 

. This achievement is the Fluorescent 

«Tubular electric lamp. 

US Now the vacuum and the gas-filled 

lamps against the types they superseded 

"were indeed great developments. But 

the new fluorescent tube alongside the 

present filament bulbs is much more 
than that. It is a revolution. It not 
only exceeds any previously known 
electric illuminant in quantity of light 
yielded for amount of current con- 
sumed, but the character of light given 
is quite different. The fluorescent tube 
gives, not obviously artificial light, but 
‘daylight. 






















Previous ‘Daylight? Attempts 
Have Been Unsuccessful 


This point about ‘daylight’ needs 
amplifying a little because of the almost 
‘universal misunderstanding that exists 
about it. 

Hitherto, attempts to produce ‘day- 
light’ by artificial lighting have been 
limited to three main methods: (1) the 
use of tinted filament bulbs; (2) use 
of filament bulbs in conjunction with 
pigmented filters; (3) use of mercury 
vapour or the newer forms of 'dis- 
charge’ lamps teamed up with filament 
bulbs. 

None of these methods was really 
satisfactory. In the best balanced com- 
binations the results have never been 
other than obviously artificial, while in 
“the less well designed attempts. results 






The New Fluorescent Tubular Lamp 
These Advantages:— 


1. 


type Bulbs. 


By THE EDITOR 


have been of all degrees, from the very 
indifferent to the really atrocious. 

‘Daylight’ lighting has consequently 
been brought into some disrepute; or 
at any rate the general impression has 
been that it is something a good deal 
short of what the term implies. 

I have mentioned this because fluor- 
escent tube lighting is quite different in 
principle and character from anything 
that has been produced before. The 
term ‘daylight’ as applied to it is a 
really accurate description. 


This Was an Interesting and Con- 
vincing Experiment 


This faet was substantiated recently 
by a very convincing experiment. 

A party of business men was invited 
to stand in the daylight of the open 
street and to look through the doorway 
of a certain office and note the lighting 
within. The party were asked to com- 
pare the nature of the illumination 
which they could see inside the office 
with that of the natural daylight 
around them. Opinion was unanimous 





Lisht-Efficiency more than TWICE th 
of the ordinary Filament Bulb. 


Lamps have TWICE the Life of the pre 


Has the same Colour Characteristi 


Natural Daylight. 


Makes no Heat: all enersy is LIGHT. 























that no difference was 
further questions as 
thought was the ne 
within the. office : 
held that the source 3 
good glass skylight i 
usually large windows : 
the office, or a comb 
They were almost mer 
told that the office was Ww 
quite devoid of sky-lights and 
illumination was by a new 
economical form of ele ; 
The office in which that 











ing Consultant tc 
That office has always | 
ated by the most up-to 
artificial lighting and, 
to say, most visit 
sufficiently impre 
to remark about it. 
In face of that de 
fluorescent tube, haweve 
vious good systems a] 
the level of the } 
draw that rather 











se, tho uorescet 

s m place, the previous system was. 
till installed and I was able to test one. 
gainst the other. The effect on me 
f the contrast was, as I say, as the 
immer of an oil lamp is to the natural 
áylight brilliance of high noon. 
Another thing, too, which makes this 
"form of lighting so different is the 
act that it does not emanate from a 
oncentrated point. The fluorescent 
ube has a perfectly even brilliance dis- 
buted over a considerable area, thus 
is practically shadowless. In fac- 
ories where there are many machines, 

ffices where there is mechanised 
uipment, in drawing offices, etc., it is 
possible to over-estimate the import- 
nce of this factor. 




















‘hese Were Ideal Conditions For 
" A Comparison 


^o enable business men to under- 
nd. more clearly how a contrast 
ween the old lighting and the new 
ight have effect in their own offices, 
ill explain more fully the conditions 
ér which the test I observed was 
tried out, 

The office is an ordinary modern one 
ch as any executive might have. 
Superficial area is 200 square feet. 
here are no windows or external 
rhting of any kind. Artificial lighting 
herefore necessary during all work- 
g hours. 

"This was formerly provided by three 











olume of Business just now does ' 
not jnstify expense of installation | 






€0 busy to have present lifhting 
mterfered with ies $i Ve 










resent Lighting has brought no | 
mplaints from staff ... E — 




















lómey tied up in machinery and | 
terials: none available for im- | 
‘ements in lighting 

















WASTE PAPER, 
ARD, etc. 


M m ; 
* NO SACKS NEEDED . 
a SPACE SAVED 









eet Bs (gas-l 
onsuming a total of 600 








ant, almost shadowless lighting that did 
in fact rouse the favourable comment 
of most people who saw it. 

Two large-dial meters in this office 
were placed for all to see. One regis- 
tered the amount of electric current 
being consumed, the other registered 
the foot-candles of effective light. 

Under the old system of lighting 
these two meters showed respectively 
that -6 units per hour were being con- 
sumed and that 5:5 foot-candles of 
light were effective on the work sur- 
faces (i.e. the desk, etc.). 

Now, at the touch of a switch the 
old filament lighting was put out and 
the fluorescent tube lighting brought on 
—not fullv, but first half the installed 
length of the tubing and finally, after 
a pause, the whole of it. 

The change was literally amazing. 
Apart from the complete alteration of 
the character of the light, the reading 
on the current consumption meter fell 
to 16 units per hour, while the light 
recording meter jumped to double its 
previous figure. Then, with the fluor- 
escent tube fully functioning the light 
recorder showed yet a further 100 per 
cent. increase of effective light output 
while the current consumption barely 
touched :32 units per hour. 

Thus, four times the light of an 
infinitely better quality was revealed 
at a cost, for current consumption, of 
half that which was necessary before. 








































| watts. 
angement yielded a very pleas- 


what this means in pra 


To consider capital and operating 
costs there must be at least one com- 
mon factor. Assume, therefore, that 
‘we want to obtain the same amount of 
light with the new type lamp as 
existed with the old indirect tungsten 
filament system. This can be done with 
one 5-foot length of fluorescent tubular 
lamp. 

The City of London tariff is £12 per 
kilowatt per annum'^and ths of'a 
penny per unit. The light in the office 
described above is used 10 hours a day 
and roughly 275 days a year, which is 
2,750 hours a year. Therefore :— 


THE OLD SYSTEM SEES. 


s d. 

06 KW at £12 per KW per 
annum YA ds 7 40 
Units consumed, 2,750%-6Xid. 4 5 1 
11 9 1 


Life of Lamps : 1,000 hours. 


FLUORESCENT TUBE SYSTEM 
COSTS. 
(For the Same Light ous) 
08 KW at £12 per KW per 


S. d. 


annum oe m .. 019 6 
Units consumed, 2,750 -08X4d. 0 11 6 
111 o 


Life of Lamps: 2,000 hours. 


The capital cost to instal the change- 


It Will Help if You Fill in Coupon on the Left 


N view of the obvious advantages of this new form of lighting in (a) its 

cash economies of operation and (b) its effect in improving output and 

lessening nerve-strain in blackout conditions, it would be interesting to hear 
from readers who feel that there is any sound reason against its adoption. 

In the small form provided on the left is listed a number of reasons that 

are most commonly cited as obstacles in the way of new principles or 

methods. To fill in this form and return it to the Editor involves no obliga- 


tion whatever. 


It is simply that we should like to have opinions from in- 


dividual manufacturers so that further practical information on this new phase 
of lighting can be published in these pages. 
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THE NEW 
SERIES No. 1 


Heavy timber 


—Ssteel rein- 
forced for 
paper, card 
boxes and 


heavier 
materials. 


Press weight 
350 Ibs. 
Makes Bale 
110-190 ibs. 


@THE COMPACTUM 


HUNTER-PENROSE Ltd. 


„ai Dert 8., 109 FARRINGDON RD., LONDON, E.C.1. TERminus 1661, 





FLOO a 
RISK 
minimises FIRE d Waste Paper Baler 
pe oks or WASTE | makes bale Min. X 
gto 5 SA ene igin. 30. Weight 
a Y about bs. 7 
Te victis sold, 















THE NEW 
SERIES No. 2 


All 

double 
pression for 
rags, card, 
paper, swarfe, 
ete. Makes 
paper and 
card bale 
about 200 

ibs. 















Steel, 
com- 





















































CRYSTAL-CLEAR ERICSSON REPRODUCTION | 
IS EQUIVALENT TO EVERY USER HAVING | 





Too often in a busy bustling office the 
ordinary house 'phone is a nuisance— 
hardly worth its keep ... crossed 
lines, faint receptions, buzzings, recur- 
ring breakdowns, 

Ericsson Telephones are at once a 
SAATTA and a revolution in clear 
from “cross talk,” 
cry ntal- clear in conversation, absolutely 
free from snags of any kind. 

Really moderate rent- -maintenance 
charges are soon well repaid in effi- 
ciency. 

Ask for fuller particulars or make an 
appointment for a free demonstration 
at your own address. 



















ERICSSON | 
TELEPHONES LTD. 
22 Lincoln's Inn F m, 


London, W.C. 
Tel : Holborn 636 








INTER-COMMUNICATION 
TELEPHONE SYSTEMS 





congratulate me on my decision to 


get around for a change, in fact, they 
seem to think it's necessary. Although 
hang it all, there's very little I can 
learn about this büsbhss ... there's 
very little that's fresh, except, 
maybe, for the ‘beautiful things’ 
I discovered in the Photographic 
Studio. As a matter of fact, I often 
wondered what people meant when 
they asked to show me some speci- 
mens. Incidentally, Gee & W. seem 
to have got a lot of things the others 
wouldnt mind having. Well. .. ru 


be seeing you.” 


GEE & WATSON LIMITEM 


ARTISTS + PHOTOGRAPHERS - PR 
TYPESETTERS + STEREOTYPERS AND i 


lll SHOE LANE. LONDON, E.C.1 


And at LEEDS, LIVERPOOL & MANCHESTER : Tel. Cen 9131 (7 lines 


Cn eee 


de nca Be Loans 2 Cile 







£l saved on 
‘overheads is 


UY your stationery direct from the Mills 

nd save at least 509; Executives of 

any important busi houses. have 

(investigated | the - bold -claims ot our 

i Advertisements and have become enthusias- 
iG regular buyers, Compare these prices 
: with those you now pay! 




























Durable, sharp. and clean. 
Single Colour, Per dozen 
from, 15/.. 


Give excellent definition and 
long life. Per 100, quarto, 


3/6 (Special discounts for 
quantities). 


Indestructible, for all 
makes Flat Bed and Rotary 
Duplicators, Per quire, 8/89. 


end 12/6 for Samp 


or a nominal charge of 12/6, we wili 
nd 2 TYPEWRITER. RIBBONS, 1 BOX 
00 CARBONS AND 24 -DUPLICATOR 
TENCILS to test against your present 
‘Supplies, Why not make this test? 


(Please state machine: when ordering) 


happy typists 


in their job. 


ing. 


ull concentration. Strongly built 


tribution to the health of employees. 
; Send for informat ve literature to— 
SEVERTAUT Lid, Walsall Road, ^ 
Perry Bar, Bi mingham, 22. ( 


(Proprietors: 
J. B. Brooks & Co. Ltd.) 






STEEL OFFICE. SEATING | 


MEEPS WDBVERS ALERT- 








| extra profit! 


FFICE SUPPLIES 


f literally forced the availability of the 
EST END MILLS, ST. IVES, HUNTS. 


‘ele hone ; SE ves j 1 c s - 
: dd R Tues (Tunis) 3168 & 3169. the commercial development of such a 


| revolutionary product. 


Happy and alert typists are interested 
They are assets to their 
employer-—can you say the same about 
your typists ? Or are they work weary ? 
dere's the way to banish that trouble. 
nvest in EVERTAUT steel office seat- 
These chairs are scientifically de- 
Signed to give correct spinal support, 
hus overcoming fatigue and ensuring 


to 


tand up to years of hard wear, EVER- 
TAUT steel office seating is a vital con- 


: go into 


installation is dwarfed by the perman- 
| ent economies introduced. 


: put 


ër, that the capital expense of 


Character of The Light Intro-` 
duces Further. Economies 


But cash economies in running costs 


|! by no means exhaust the advantages of 
_ the 


fluorescent tubiflar lamp. The 
character of the light given and the 
way in which it is given (ie, from a 


considerable area instead of a concen- 


trated point, as already described) are 
of enormous benefit. 

The character of the light providing, 
as it does, the quality of daylight, is 
far more helpful than other forms of 
artificial light to the eyes of workers 
in offices and factories. This vital 
factor lessens the tendency to that cye- 
Strain. which leads directly and indir- 


.  —-,ectly to fatigue and a host of petty 
le Parcel 


illnesses that bring about, in total, so 
many lost working hours. 


Merit of the Lisht Compelled 
Its Availability 


This very fact of the enormous 
superiority of light-quality has indeed 


fluorescent tube lamp at a time that at 


first was not considered appropriate for 


In September last this lamp was first 
ready for the market, but the outbreak 


| of war deterred the manufacturers (as 


it did the manufacturers of many pro- 
ducts) from going ahead with their 


: plans. 


Then autumn and winter set in and 


i the full burden of the blackout began 


to be felt. As the winter darkness 
went on, this burden of the blackout. 


| coupled with the National call for still 
; greater effort from industry, steadily 


We all like to see 


| wrought its havoc on the nerves and 


physical well-being of workers through- 
the land. [n fact, so obvious 
became the need for improving work- 
ing conditions in the blackout hours 
that the manufacturers of the fluores- 
cent tube lamp descided that it was vital 
to make it available. Such a means of 
improving visual conditions had become 
more than a commercial advantage, it 
had become an industrial necessity. At 
the beginning of last month, therefore, 
this new type of lighting was launched 
on the open market. 

It is not the purpose of this article to 
the technical nature of the 


| fluorescent tube lamp, but (t may be 












| character of the light given. 


| said here that the light is derived from 


à preparation with which the tube itself 
is lined. Action of electric current 
causes this preparation to fluoresce. ] 
mention this because, within limits, it 
will be possible to vary the formula of 
this preparation. and so to vary the 


For spectacular lighting (ie. for ad- 


| vertising and display purposes) this is 


ar c is £7. It is obvious, 





. of course, think of fluores- 
cent lighting in terms of spectacle. He 
will be interested, however, to know 
that the characteristic "daylight" quali- 
ties of the light can be arranged to 
give all grades of effect from brilliant 
sunshine to the cold whiteness of a 
clear north. sky. 

Much could be written on the suita- 
bility to various jobs in office and fac- 
tary of gradations of the new light 
between these two limits. This article 
cannot do more just now than state that 
such adaptability will be easily possible. 


Urgent Need is to 
Speed-up Output 


Continued from Page 16 


with an increased expenditure over last 
year of between £1,700 millions and 
£2,100 millions. No such gigantic sum 
can be got from normal borrowing. So 
increased taxation, with a special 
weight on the £5 to £12 a week man 
would seem to be inevitable. Indeed, 
Mr. J. M. Keynes's plan for deferred 
payment may be an easier solution than 
any combination of taxation and 
borrowing that can be devised. But 
clearly its effects on the producers of 
semi-luxuries will be serious. Such a 
form of taxation would drive thousands 
of these manufacturers into making 
necessities or war goods. Nothing else 
would be left to them. 


U.S.A. Still 
In Doldrums 


F^ R from Europe's wars and worries, 

daily increasing its exports to the 
belligerents, the United States still 
remains in the doldrums. There appears 
to be no evidence of a general spring 
revival. On. the other hand, actual 
volume of output remains slightly 
above that of 1929-—America’s record 
year. 





This Export Drive 
What It Means 


Continued from Page 14 


while certain commodities may be of 
the same category there is always the 
question of quality, type, price and 
numerous other considerations which 
cause them to he different from others 
in the same field. Again, there is the 
burning question of Empire trade 
against foreign trade, quotas, tariffs, 
rates of exchange, credits and collec- 
tions. 

What seems to be totally unfair about: 
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(By courtesy of 
WallerCarson&Sons Ltd.) 


The illustration shows how 
access is gained to the racks in rear by 
moving the filing cabinets sufficiently far apart to permit entry. 


BIGGER FLOOR AREA MEANS GREATER PROFITS! 


Here at last is the complete solution to “ Finding 
Space to Store More "' or “Storing More in Less Space "' 
Simple in operation, modest in cost and adap:able to most 
industries. Equally applicable to Factory, Office and 


Workshop. 


Write for full particulars: 


J. GLOVER & SONS L'? 


GROTON RD., EARLSFIELD, LONDON, S.W. 18. 













INTERNATIONAL 


COIN COUNTING MACHINE CO. LTD. 
COLLEGE ROAD, CHESHUNT, Herts. 


TELEPHONE: 
WALTHAM CROSS 3364 







AUTOMATIC 
COIN SORTER 
TYPE K.i 









These inexpensive Sorters provide 
a speedy and efficient method 
They are 
from 






of sorting money. 
substantially constructed 
caretully selected Mahog- 
any fitted with steel mesh. 
They are used by Wages 
Departments, Stores, etc. 
all over the World. Many 
Sorters supplied more 
than 20 years ago 
are stiil used, 































Manufacturers and Patentees of 
“The Rapid’ Letter Openers; ‘The 
Rapid" Envelope Sealers also Coin and 
Token Counting Machines, 





ESTABLISHED 1909, 
SHOWROOMS AND SERVICE DEPT., 
133-14) ROSEBERY AVENUE, LONDON, E.C.! | 


"PHONE: TERMINUS §255. 
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(World patents) 


The Modern Storage Method— 


How much of your valuable storage space is taken up 
by gangways? If you wanted more room, would it 
mean additional floor space - and extra expense ? 

Simplicity is the keynote of “ STORMOR "' efficiency 
Each unit is fit:ed with special ball-bearing wheels 
and runs on rails. Immediate access to any bin 
rack or filing cabinet is ensured by just pushing along 
the units. A girl using one hand can move a dozen 
units weighing several tons with ease. 


It will pay you handsomely to investigate the 
proven advantages of ' STORMOR "' Storage 


The Old System — 
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and the New ! 
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A typical layout of the old See the 
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difference when 


system of fixed shelving obsolete systems are replaced 
which allows for 30 racks by STORMOR Here 44 
only. racks of the same size are 
accommodated in the same 

Phone & Grams - BATtersea 6511, space 


Why breathe 


infected 
air? 





‘Flu, coughs and colds have been taking their toll in your office this 
year? No wonder! One person sneezing or coughing spreads enough germs 
to infect every inmate of a whole building, and the germe stay virulent 
for many hours. You can now install full protection against all the air 
borne germs, that spread colds, influenza, measles, scarlet fever, diphtheria 
whooping cough, tuberculosis, meningitis, ete. 


The Hanovia AIR SANITIZER 


(Bactericidal Ultra-Violet Ray 


instantly kills all germs within the range of its ultra-violet rays—kiiis 
them before they can lodge in your throat and incapacitate you 


Learn how this new scientific development will provide sanitary mir 
in your office, factory, home. Send a postoard or uee the coupon 


Made by HANOVIA LTD., SLOUGH 


equipment 


Lamp) 


The specialists in Ultra-violet ray 





To Hanovia Ltd., Slough 


|COUPON | 


| Please send me your free illustrated booklet Why 
Infected Air?" 





Breathe 


STORMOR” 
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ordinary rank and file manufacturer 
being encouraged to develop exports, 
| there is little or no effort being made 
to give him any tangible assistance 
other than the usual Governmental 
| mumbo-jumbo. 


DON'T TAKE 
. THE RISK 


of second-rate 
Motor Insurance 






Firms New to Export Haven't 


The Staff 


— ae 


GENERA 


ACCIDENT FIRE AND LIFE | 


Very few manufacturers not at 
| present engaged in export are in any 
way equipped to deal with foreign 
countries. In the first instance, they 
| have no export department, secondly, 
i they seldom have anyone on the firm 
| capable of setting up an organised 


ASSURANCE a eRe: export department, even one which 
LIMITED ; merely corresponds with buying agents 
offers competitive terms for in foreign countries and supplies their 


insurance of all types of motor | needs, 


vehicles. Assets of £21,000,000 
guarantee absolute security ; 
180 Branch Offices ensure effi- 
; clent service everywhere. 


| The Government and many other 
; officials appear to have overlooked the 
| fact that this export business is most 
; highly specialised and requires for its 
; successful conduct a greater number of 
| experts than any other business depart- 
| ment. 


When the smaller manufacturer 
; wants to get to a market, assuming he 
| has first obtained his export license, his 
raw materials, and that he is obtaining 
_ the co-operation of buying agents or 
_ enlisting the service of some reputable 
| distributing company, he is faced with 
|; a multitude of problems. 
In the first instance a small manuíac- 
turer has to be concerned with the 


he Easy Way of Keeping Your 
question of the amount of stock to be 
Sent to a certain country, credit to be 


ew Records 
i | allowed, methods of packing, shipping 


| and a thousand and one other things. 
Such questions can only be satisfactor- 
, ily answered by somebody who has had 
` actual experience in marketing in the 
| particular country in question. The 
| necessary information and advice can- 
not be accurately obtained from ordin- 
ary official channels. Information from 
such sources is always of a general 
character and has little or no bearing 
upon the specific factors of the product 
or the market in question. 


“More motor vehicles are insured 
with the "General" than with 
any other Insurance Company. 


Chief Offices— 
General Buildings, Perth, Scotland 
|. General Bdgs., Aldwych, London, W.C.2 











e à simple, thoroughly efficient record- | 
eepihg system. Any entry can be found 
$ quickly as a word in a dictionary. No 
ead " or blank leaves to waste time and 
ce. Leaves have not to be re-written or 
"arranged as records grow. Economical in 
rst cost, maintenance and space. British 
hroughout. Several patterns of record 
eaves stocked; leaves to individual require- 
nts supplied at short notice. 


SPECIAL OFFER; 


“Robin” Looseleaf book, 5in. x 8in., 
bound full maroon buckram, com- 
plete with A—Z index, and 200 
leaves any stock pattern or ruled 
feints, cash or double ledger, on 7 
days’ approval. 10/6 post free 


J. W. RUDDOCK & SONS. 


Looseleaf Book Manufacturers 
LINCOLN 


No one will deny that exports are a 
vital need, but our export trade must be 
organised on a different basis from that 
on which it is being organised at 
present or export for all but the chosen 
few wil be economically impossible. 

We must not overlook the fact that 
over the Jast three years our export 
trade has shown a most deplorable defi- 
cit, and unless something isedone about 
¿dit that deficit will, at the end of this 
| Year, probably approach the region of 

£300,000,000. Great Britain's export 
| business must first be made solvent and 
then developed. Without question, the 
quickest way of making it solvent is to 
develop the exports of the smaller 
manufacturers who can provide neces- 
sary commodities in smaller quantities 
; at an economic price and at a profit to 


"Government work. Reciprocal trade | 








between the dominions and. colonies 
must be encouraged. and above all the 
wheels of trade. must-be kept turning 
in this country. | We must not allow the 
short sighted selí-preservation policy 
of big business to ruin out prospects of 
future prosperity after this war is over. 










Keeping Staff Rank 
At Full Strength 


Continued from Page 8 


more complete business understandin 
People get to realise the problems and 
vicissitudes of each others’ jobs and. 
are naturally inspired, to work more | 
intelligently and more helpfully 
together. 


Here Is An Important War 
Time Angle 


This factor of self-made entertain- 
ment also has an important war-time 
value. Fortunately, this value has not 
yet been put to the test. It is to be 
hoped that it never will But should 
it happen that Britain becomes the 
object of big-scale aerial attack it 18 
safe to assume that industrial centres, 
towns and cities will suffer damage. At 
such times it becomes more than ever 
vital to keep up public morale, and 
entertainment and diversion play an 


enormously important part in this 
direction. But aerial attack will bring 
about an immediate tightening of 


public security measures. Cinemas and 
other places may be closed, 

It needs no stretch of the imagination, 
therefore, to visualise what a great 
boon to thousands of people will be the 
self-contained private entertainments 










VENUS PENCILS are 
incomparably smooth and 
long lasting, their standard 
of quality never varies. 
MADE IN ENGLAND 
KNOWN THROUGHOUT THE 
WORLD. 
If you have any difficulty 
in being supplied, write 
direct to. the address 
below for sample, stating 
which degree you prefer,” 
VENUS PENCIL Co. Lid., LON 






From 6b 
softest to 
9h, hardest: 
















































National Savings: This Arrange- 


ment Makes Scheme Popular 


Even in normal times of peace every 
employee feels more confident and 
contented if he or she can accumulate 
a certain amount of cash savings. And 
this factor becomes even more marked 
in war time. 

We have in force the National 
Savings scheme and it is today proving 
‘more successful than ever. I should 
mention this about it though, as possibly 
her business men have found the 
ime thing. Our employees prefer that 
their contributions shall be made as and 
en it suits them, and not in the form 
f{ any fixed amount contributed 
:eularly. 
< When the scheme was installed the 
o sponsors suggested regular contribu- 
“tions, but this idea was not popular 
with the staff. Such au arrangement, 
|| added, as it necessarily would be to the 
compulsory deductions from wages 
stich as National Health, Unemploy- 
ment, and so on, appeared to be just 
one more levy on the pay envelope. 

Hence its unpopularity. 

We therefore. made it possible for 
staff to buy National Savings stamps, 
on the premises, whenever they cared 

'to do so. An employee can therefore 
‘buy’ sixpence one week, ten shillings 
the next, then miss a few weeks 
altogether—or do whatever is conven- 
ient for individual circumstances. 
Since this policy of ‘without restriction 
or obligation’ was put into practise, 
together with the fact that stamps can 













be bought on the premises, thus 
. obviating the need to go to a post 


office, popularity of the scheme has 
greatly increased. 


Employees Help Those Who Are 
Called Up 


Finally I should like to mention 
another little plan which, I feel, reveals 
something of the comradeship : that 
exists among our employees. 

Entirely on their own initiative, 
departments make a weckly collection 
among themselves in aid of fellow- 
workers who have been called into the 
Services. Naturally, in the face of 
onerous times, contributions to these 
collections cannot be big, but the fact 
that they are regular does unquestion- 
ably reveal the spirit of goodwill that 
exists throughout our staff. The 
amounts collectéd are sent out weekly, 
either in cash or in the. form of 
cigarettes or other comforts, to the 
absent friends. | 

These, then, are some of the in- 


fluences that inspire and hold our staff | 


together as a highly efficient force in 
these difficult times. As the war goes 
on, further problems of management 
ill.certainly arise but we are looking 

r ahead as possible with the idea 
stalling any. really 
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FREE SAMPLES FROM 


STANDA 
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NOÓRANT 
ILLITERATE 
UNEDUCATED 
UNINFORMED} 
UNLEARNED 
UNSCHOOLED 
UNTAUGHT © Pa : 
UNTUTORED “E 2239212, ^i, apos 








A FREE SERVICE 


Subscribers are entitled to free advice 
on any problem arising in their own 
businesses under the following heads: 














Transport (internal 
and external, costing. 
maintenance, etc.). 


Management (budget- 
ing, costing. statistics, 
stocks, persBunel com- 
tro}, ete.) 









Otice equipment (the Lighting (to i reduce 

use of every kind of SH and increase 
: efficien 

appliance, system and efficiency). 

method). Insurance (business 

Machine Aectg. (any and personal cover, 


specia! problems). Factory Act, ete.). 


Service Department 
BUSINESS 


Whitefriars H ; Tallis Street, E.CA4 
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want whet 


speaking and 
use words, 


PSYCHOLOGY PUBLISHING CO. 


Waxcralt 


Typewriter Carbons 
| a on-smudge CARBON PAPER 


The hack of t 


coated with 


gives it a gloss 


it doubles 


carbon paper. 
crease 


"tree" OF 


papers. 


it enables a mul 
to be placed o 


This means 


and gives a sharper 


very end, 


waxeraft Carbon paper has à SOM 


smudging surface. 
on to your fingers, 


copy itself 


Costs no more than 
pewriter carben. 


quality ty 


| FREE (DEA AND WORD CHA 


GREATEST INVENTION 
THE 


Psychology House, SWINTON, MANCHES 


L 






Will 


work 


'£ s, 





ribing 
Send for 


Write on your busine. 


on Scientific Seating 
io LEABANE CHAIRS Lt. 
13, Imperial Huldings. 
56, Kingsway, 
London, W.C.2. 


FACTS FOR YOU- 


he carbon paper d 
a special preparation wich: 


y waxed aur tae. 

the strengis ot the 
Waxoradi carkons gio nud 
Hike ordinary cartii 


ch heavier coating 
n the front of the shest. 


ihat sach carbon jasie kongar 
impression Ue ihe 


i£ wi not rub of 
nor wil ihe carton 


smudge, 


arginary Ond 
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B copy 


(Dept. B/HWV ; 










EABAN: 


Scientific Seating 


FOR INDUS 4 


improve the comfort, 
of your staff in office 


d. BOOKLET’ 






The Actual Advertising Policies and Proved Plans 






























If you could gather for yourself all the latest 
developments in the advertising field, the most 
recent experiences of shrewd and successful ad- 
vertisers, and those new selling methods and 
ideas that are being used with outstanding success 
to-day—how much would it be worth to you? 


Pounds and pounds. For it would help you to 
get more out of your advertising, to apply new 
but proved plans and ideas to your business, and 
to maintain your turnover and profits even in these 
difficult times. But the cost, if you did it yourself, 
would be prohibitive. 





But here is a way you can do it— 


At a fraction of a penny per day! 


. fm n $ x iod . " 
devised specifically to meet to-day's conditions. fhat you can use at once in your own daily work. 
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ill i Without obligati 
Fill in and Post this Coupon NOW NOE OR Gatton, 


| 
| Send for Specimen Copy 
|. The Publisher, | | 
ADVERTISER'S WEEKLY, | You can have the “ADVER- 
- Whitefriars House, Tallis St., E.C.4. | TISER'S WEEKLY” coming to 
| 


Please send me a SPECIMEN COPY of your desk every week for less than 
“Advertisers Weekly,” together with sub- 
scription rate, Le 


1d. per day. But first, without any 
| * obligation on your part, fill in and 
Name KCN PAETOS MR ENSURE CA post this coupon or send a post- 
card to the Publishers to-day for a 
SPECIMEN COPY. 





that are Bringing Exceptional Results To-day S 


-For in the pages of ADVERTISER’S WEEKLY Day in and day out, the Editorial Staff of ADVER- 
here comes to your desk every Friday morning just -TISER'S WEEKLY are gathering everywhere through- 
such a complete report as you would wish for, on the out the country those facts, policies and methods 
most recent developments, the latest ideas and ex- which will help you better to carry on your advertis- 
. periences, and the most successful selling and adver- ing and selling activities and to benefit from the | 
‘ising policies and plans in the whole field of business, experiences of other firms—information and ideas 
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OFFICE EQUIPMENT 


SISALKRAFT 


BLACK-OUT BLINDS 


The most important necessity for 


CIVIL DEFENCE 


Approved by Government Departments; 8-ply con- 
struction makes them water, wind, and tear-proof 
— absolutely opaque. Cheaper and more effective 
than ordinary air-raid blind materials—for any type 
p of window. 

Write for booklet giving full details, sample and prices to— 








| J. H.SANKEY& SON, L? 
: Established 1857 


61 ALDWYCH HOUSE, LONDON, W.C.2 


Tei, Holborn 6940 (14 nes). Grame Brickwork, Estrand, London 


STEEL CABINETS 











BRAVON 

ALL-STEEL | 

CABINETS 
887 x 18" x 12" 


For Aecount 
Books, Records, | 
Documents, &e. 


MODEL "C" 


Plus 10%, i 
Carriage Paid. : 


| BRAVON OFFICE EQUIPMENT Co. | 
| 56 Southwark Street, LONDON, SE.I 
| 








OFFICE EQUIPMENT FOR SALE 





"A Large Selection of Ex-Government 
CLUDING FILING CABINETS, DESKS, 
CABINETS, ETC. Also Plan Cabinets, NEW AND 
SECONDHAND, AT LOWEST PRICES.—WRITE FOR 


CATALOGUE, 








A Neopost Franking Machine 3 values, complete 


with case; used few months only, £28. WELbeck | 


T8565 


sanmanman 'FÓÁm—————————— A áo! 


TIME RECORDERS 


€€—OÓ ÁüÁ ÉÁ SESE PATE EE EEA 


Time Recorders and Electric Clocks, We have | 


new machines of all systems in stock; rebuilts at half 
price, fully guaranteed. Supplies, repairs.—Time 
Recorder Supply & Maintenance Co., 159 Grange 
Road, Lonon, $ 








Staff Time Checking and Job Costing Time | 
Recorders (all makes) for quick cash sale, exceptional | 


eondition.—Write ''BetareoL'" Box 345, BUSINESS 


Whitefriars House, Tallis Street, E.C.4. 















MONTREAL 
“P1ORONTO 







and | 
OTHER STEEL AND Woop OFFICE FURNITURE, ÍN- | 
CARD INDEX | 


THE MISCELLANEOUS TRADING CO. | 
LTD., 134/5 Hien HOLBORN, W.C.l. HOLBORN 4894." | 


SERVICES AND SUPPLIES 


FACTORY LADDERS _ 





AFT BEATTIES 











_ CLASSIFIED A 





ALL-STEEL—ALbL PURPOSE 
Folding Factory Ladder 


sth and 
netructed, folds compactly 

“to carry like a suitcase. Ideal 
hnieians with a car, and for 
füce use in confined spaces. 


i seconds and is par- 
Can be erected in & iew oe 
tionlarly suitable for fire or ARP: evacuation, | 
where a rapid exit is essential. 


BEATTIES of SOUTHGATE 


ay, LONDON, N.H. 
Palmers Green 6801. 


OFFICE FURNITURE 


Very strongly © 
is light enough 
for travelling tee 
factory, store or 0 


Safety House, 11 Tudor W 








Tel. MANsion House 0188 Est. 1825 


A. HUNT & CO. 


3 BULL’S HEAD PASSAGE 
GRACECHURCH ST. E.C3 


a 
BANK and OFFICE FITTERS 


JOINERY MANUFACTURERS 
ELECTRICAL CONTRACTORS 
and SANITARY ENGINEERS 


DVERTI 


RATE—2/6 a line (average 7 words to a line), 
Minimum 3 lines costing 7/6; each additional line 
or part of a line 2/6. Box No. counts as one line 
and is to be paid for; replies are forwarded free 
of charge; 219, discount for 3 insertions, 5% for 
6, 10%, for 12. Payment with order for single 
insertion. Display panels 24/- per single column 
inch. Discounts as above. Special rate for 
“Appointments Wanted"; 3 insertions for the 
price of 2. 





@ Opportunity is a timid fellow. When 
he does come to our door he knocks 
but once—and faintly at that. There- 
fore, it behoves us ever to be on the 
watch for him—and the Classified 
Columns of Business form a really 


excellent place in which to keep such | 


a watch. For the many small adver- 
tisements here contain amongst them 
a wealth of opportunity. All are 
worthy of your attention, for who 
knows--there may be something in 
this very issue of direct interest to 
you. So fellow the lead of the know- 
ledgeable ones by keeping a watchful 
eye on the Classified Pages of Bust- 
Ness, Sooner or later you'll be glad 
you did! 


SEMENTS . 






























ROAD TRANSPORT 


TRANSPORT SPECIALISTS | 





Consult us with your 
Haulage Worries 


ice | 
i 

London and Birmingham | 
— i 

i 

E. A. HELLMUTH, LIMITED | 
| KENNETH COURT | 


KENNINGTON ROAD 
SEH 





Reliance 3877-8. 





[| OZONOL AIR PURIFIER | 
| - sa PROMOTES HEALTH 
E 








During the 
when win 
are shut ar 





germ 
invigorating and health-giving. and 
is an incentive to clear thinking s 
OZONOL Air Purifier £/8 ^ P 
Postage fü. 
OZONOL LABORATORIES Hl 
New Wharf Road, LONDON, 9,1 
"Phone: TERMIN EIE 





* 
dass ie uid giten kimi emisiones 











MISCELLANEOUS, 





DRAWERS FOR FILING CABIN 
No. 433349. TI proprietor 
desirous of granting Licens 
this country. Particu fr 
Ltd. 148a, Queen Victoria 





ETA, British. Patent ` 


t 



















purehasing good secon 
Caleulating Machine 


The Owner of British 
"lmprovements ín 
Machines" desir 
lieenee or other 








practical wo 


For particniars 
Street, London. 





Paper Shaving Machine 
Co, St, Mary's Road, 


wanted, Rockingham Saiery 
Sheffield 









REGINA] 
PCAL GARY 
promonton 
| VANCOUVER | 



































ADDOGRAPH fF 


The Simplest Portable 
Adding, Listing .—— 
;, Machine 







, Delightful 
cto use, 


§ col. to add from id. to £99,999 19s. 11d. 
9 col. to add from 1d, to £999,990 19s. tid. 
also for ordinary numbers, decimals, ete. 
Hand and electric models with or without 
wide paper carriages. 

No Modern Office can afford to be without one. 





THE BIJOU QUIET PORTABLE 

Its quietness and light touch are real aids to 

efficiency, while its compactness, lightness, re- 

Hability and beautiful work make it THE BEST. 

With fourrow standard keyboard, complete in 

case. (Weight 8 lb. nearly 2 Ib. lighter than 
all other 4.bank portables.) 


£14 14s. 0d., 
TENE models from 
5 s. 


complete "in case. 
ELIMINATE LOSS 
AND 


FRAUD BY USING 
A “ SAFEGUARD " 
THE BEST 
CHEQUE 
PROTECTOR 


Used by leading Banks and firms, Do you realize 
that an altered cheque is your own liability— 
Great Bargain £10 108. each. 


All makes of Cheque Writers at 
half usual prices. Ask for iist. 



















All Carriage paid. 
Other sizes in stock, 
Half the price of 


wood. 
Essential for stor- 
ing Books, Papers, 
Box Files, Letter 
Trays. 
Other Furniture 
equally cheap. 





"Printed for the Proprietors, 


quite clear. 
















Cash Registers, Coin ‘Changers, Wage Payers, Cashiers, Calculators, Time Recorders, 
and All Business Appliances, Adding Machines and Duplicators HIRED AND REPAIRED 
SAVE TIME—HIRE AN. ADDER FOR STOCKTAKING 


LINE GUIDE 
top. 
HOLDER 
saves the 
time 
your 
notepaper. 
Tap the lever 
and the line 
moves 


typist's 
and 


guide 


down. 


Price, as 
illustrated, 


And cheaper 
21/-. 


model, 








ROTARY CALCULATORS ALL MAKES 
FROM £10 10s. 





















operation. 


like personal 
stamps by usin 
Cheaper and qu 


fe 


USE ORDINARY STAMPS & 
SAVE 80% IN POSTING TIME 


And let your business-getting letters look 

letters -with actual 

the TAPPIT stamp affixer. 

ker than a post marker, all 

stamps fixed, checked and counted in one 

British -made and guaranteed. 
Price £5 5a, 


For all caleulations. 
Multiplies, divides, 
adds and 
in 1/10th time taken 
to do so mentally 
15Xx10x9 
Tens transmission in 
all dials from 
£29 10s, 
Write for details. 
















postage 











subtracts - 


MAH. OPENED 
iN QUARTER 
TIME 
busy ofice, no torn 
cheques, ete, 
£2 28, post free. 








THIN EDGE ERASER 


Acts like propeller pencil, always clean and 
sharp edged. Best quality nickel! plated, 2/6. 
2nd quality nickek plated, 1/2, 
Refills 1/6 per dozen. 


SPECIAL. OFFER 


NEARLY NEW 
Ledger Posting, Book-keeping 
and Accounting Machines, 
‘Loose Leaf, Fanfolds, or Book 
Writers, with or without 
Adding and Subtracting of all 
makes, at bargain prices. 








HO MORE ERRORS-JUST USE 
THE GUARANTEED ADDOMETER 


Rapid Automatic Addition and Subtraction. 

Rests flat on the books. For English and 

Foreign money, Decimal or Ordinary Figures 
and Feet and Inches, etc, 

FOR POCKET 
OR DESK 
$o Simple Any- 
one can use it. 
In Plush-lined, 
ducold ease, 
Size 
Hbx9?2iXi in, 
95/- 

: post free, 
When ordering state for what purpose required, 


Also a cheaper pocket Adder for ordinary figures 
and Indian money, in case, 30/- post free. 





AUTOMATIC SELF-SEALING GUM 
MING PENCIL. Very useful for desk, 
applies liquid gum to papers. 1/6. 
post. free. Similar Article in Rubber 
to apply moisture to stamps and 
gummed paper, envelope sealing, etc, 
/6, post free. 
BARGAINS in FILING CABINETS 


PRESERVE 
YOUR LETTERS 






F'scap siz 
1/6 

per tray 

extra. 














Material of Trays. 
Light or Dark Oak 
Real Mahogany 
Steel, Fshd. Art Green 50/- 





BARGAIN 
OFFER i 
Fire-resisting and 
Vermin-proof Steel THE 
Office Cupboards, us T : 
i finished art green, TÀ UNIQUE 
: a ADpir Swinging & 
2ft. high, 45/ Detachable 
Di Eie LETTER TRAY SET 
30 in. high, £3 A big aid to “Stes 
18 in. wide, efficiency. 
18 in. deep, Al trays lift 
6 ft. high, 2 ft. J, o ; ii 
wide, 18 In. deep, interchangoab e, 
LA £5 way, leave desk 








Number of Trays per Set. 
4 Trays 3 Trays 2 Trays 
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Phone: Holborn 3793, or write for Bargain Lists and Particulars. 
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29/6 carriage 
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Complete with post 
Al inland 


Approximate internal 
dimensions of trays 


& SON LTD., The Carlton Press, Chesham, 
Tallis Street. Btu. 









and Records p 
dust and fire byi 
using our Art Green [| 
Vertical Steel ue 
Running 
CABINETS 
4 drawers, 4to, from 
£4 ; 
















for wall 









4 drawers, f'cap, from f 
£6 5s, 
Locks 16/6 extra. 


paid. 
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8^ Photographers * Process Engravers ' Typesetters 7 Stereotypers © Electratypers 
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The best systems and equipment 
are Gledhill Brook. British 
entirely. Suitable for every type 
of office or factory. Write for 





copy of new book, "Time Means 


Money.” 





TIME RECORDERS LIMITED 


38 Empire Works, Huddersfield. 














INTERNATIONAL 


COIN COUNTING MACHINE CO. LTD. 
COLLEGE ROAD, CHESHUNT, Herts. 


TELEPHONE: 
WALTHAM GROSS 3364 














AUTOMATIC 
COIN SORTER 

TYPE Kul. 

These inexpensive Sorters provide 
a speedy and efficient method 
of sorting money, They are 
substantially constructed from 
carefully selected Mahog- 
any fitted with steel mesh. 
They are used by Wages 
Departments, Stores, etc. 
all over the World. Many 
Sorters supptied more 
than 20 years ago 
are still used, 






















Manufacturers of 

"The Rapid" Letter Openers; 

“The Rapid" Envelope Sealers 
also 

Coin and Token Counting Machines. 


SHOWROOMS AND SERVICE DEPT., 
133-141 ROSEBERY AVENUE, LONDON, E.C.! 


'PHONE: TERMINUS 5255. 





















More and more as the tension grows the 
power of the British 
concentratéd. on the essential job of win- 
ning the war, on sea, in the air, on land 
and, last but by no means least, in the 
'There are indeed many 
reasons for saving that the last is even 
the most important, for without our trade 
our war effort must speedily dwindle and 
expire 


nation is being 


commercial field, 


We must keep the wheels of trade turn 
ing, no matter what the effort may cost 
us. For our trade provides the sinews of 
war and in the present struggle, whatever 
horrors the clash of armies, navies and 
air forces may bring, it is the power ot 
power to hold the field 
must in the end be the 


endurance, the 
that 
factor. 


longest, 
decisive 
German world trade is in ruins, That is 
a fact. It is for us to "pick up the pieces" 
and so to entrench ourselves in the field 
of international commerce that wher peace 
comes we shall be able to defy all rivals. 


We shall never do this unless we make 
the fullest possible use of our man-power, 
alike on the battlefield, on the 
the factory and in the office. Everyone in 
this country, man or woman, must pull 
his full weight: his work must be so 
arranged that there will be the greatest 
possible output, the least possible loss of 
effort. superfluous and 
processes must be sternly and ruthlessly 
cut out. “Waste motion” is simply beating 
the air. There must be the fullest possible 
concentration on work that is productive. 


farm, in 


Useless, jobs 


In thousands of offices there is an appal- 
ling -waste of labour through the use of 
shorthand for business dictation. Thou- 
sands of girls are daily producing only 
half the typing they could and should. 


ieep 
Trade Wheels - 


Thousands of executives find their efforts 


hampered by the drawbacks inherent in 
the shorthand method. The fact becomes 
still serious as and 
women are leaving their civilian jobs for 


some form of war work, 


more more more 


Don't waste a girl's 
purely mechanical 
work of writing shorthand. The dictating 
machine do the work better, faster 
and more cheaply and will free the girl 
for at least two or there hours every day 
to do some useful and essential work. 


Cut out this waste ! 
intelligence on the 


will 


That is one way in which The Dictaphone 
will help materially in the concentration 


of national effort on war work. It will 
double the individual output of every 
shorthand-typist in the country. 

But there is more—very much more— 


The Dictaphone will save many 
hours weekly not only for the typists but, 
far more important, for the highly-paid 
and sorely pressed executive men upon 
whom today the greatest burden 
ever borne by British business. 


than this. 


rests 


Help these men in their terrific job! Save 
them all the time and labour possible. 
Give them a better chance to keep the 


wheels of British Trade turning with 
ever-growing spet d. 

By the time it will save them and the 
power it well give them of rapid and 


instantaneous handling of every business 
detail as it their desks, the 
Dictaphone will double their capacity to 
get things done. 


comes to 


Just imagine the value in cash and 
efficiency of even one hour a day saved 
for every British executive! Millions a 
year. 


Turning 


L How 


efficiency will 


increasing 


help to win the 


war 


by Thomas Dixon 


Here, then, ar two 1 he 
Dictaphone will hel t ive seless 
labour, promote the more rapid and more 


efficient handling of business, enc 
increase the 
tives and typists and save ms of 
money. All hel 
trade turning 


individual 


ps to keep t cels ot 


Post the coupon today and learn how to 
increase your war effort 


THE CICTAPHONE 


(Thomas 


-O., LTD: 


Dixon—Managing Director) 


(Dept. F), 
KINGSWAY, 


KINGSWAY 
LONDON 


HOUSE, 
W .C.2, 


Telephone: HOLborn 4161 (5 lines) 


And at 
Leeds, 


Manchester, Birmingham, 
Liverpool, Bristol, 


Dublin and 


Glasgow, 
Newcastie-on-T yne, 
Belfast. 


POST THIS COUPON NOW! 


The Dictaphone Co. Ltd. (Dept. F.) 
Kingsway House, Kingsway. 
London, W.C.2 


Please send free book "What's an 


Anyway?" to:— 


Office 


NAME 


ADDRESS 















The Human Touch in Business 


One of your major Staff problems is concerned with accidents which may incapacitate a valued member of 
'your staff, or cause his death. in the former case you would wish, for a reasonable period, to continue the payment 
to him of a substantial portion of his salary, thus removing worry and assisting to speed his recovery. In the event of 
death you would feel a moral obligation to his Dependants. The Workman's Compensation Act does not in most cases 


' apply. 
The standard Norwich Union “Group” Scheme provides, in the event of disablement, full salary for one 


month, thereafter three-fourths salary up to a total of twelve months: in the event of accidental death, a substantia! 
‘capital sum based on salary. The Scheme can be varied to meet your special needs, and the cover may be limited to 
"occupational accidents, or may provide for all accidents. The moderate premium is based on the total salaries of the 


Staff insured. 
Read the article ‘Safeguard Your Key Men" in this issue of ''Business" and write for full particulars of 
Group” schemes to the: i 


—|— INSURANCE SOCIETIES 


Group Accident Dept. Head Offices : 


NORWICH 


aluable Paper Wool for Packing 


Wood Wool is scarce and 
expensive. 


Paper Packing is highly 
efficient and cheap to 
produce. 





These machines can be 
operated by boy or girl 
labour. 


Resilient packing from Office 
Waste, Newspapers, Containers, 


conomic Model Heavy Duty Model 
put 5 cwt. per day Cardboard, Envelop es, etc. output 1 ton per day. 
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Incorporating “The Magazine of Commerce”, “Modern Business”, 
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direct to the employee, or previously placed into 
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YOU PRESS ONE KEY, whether it is for 1d. 4 
or 9/114, and IT IS PAID IMMEDIATELY. E 





FREE Booklet "A PAYING CONCERN" from 
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CALCULATORS LTD. 


15 HOLBORN VIADUCT - LONDON - E.C.1 
HOL, 4093-4 











are purchasing 


“TIME. is the heaviest expense in your office. Fittings and 
‘equipment which SAVE TIME and lessen fatigue are a paying 
proposition. Besides enhancing the appearance of your office, 
comfortable, scientifically built chairs and modern desks, well 


finished and fitted with..up-to-date labour saving devices, quickly d 
pay for themselves by the additional amount of work which you p 0 0 S A C 0 A 2: a A i 
and your staff accomplish easily and without rush @ The 
and council chamber. @ May we send particulars? Ask one of 
our Consultants to call. A D D i N G 


hannon AND CALCULATING 


typists, secretaries, private office suites, furniture for board room 
SPECIALISED OFFICE FURNITURE ||. machines 





THE SHANNON LIMITED 


IMPERIAL HOUSE, 15, 17 & 19, KINGSWAY, LONDON, W.C.2. 
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COPE-CHAT VISIBLE S 


enable real control to be exercised with a mi 
valuable Executive time 


PURCHASES 
PROGRESS 



















STORES PLANNIN 
COSTING DELIVERY 








are all departments needing ‘ planned." effort which € 
Chat Visible Systems do so much to promote. WV 
investigate Cope-Chat methods? If you are concerne 
Works control we can interest you. 









Details gladly by return of post— 


THE COPELAND-CHATTERSON : 


EXCHANGE HOUSE, OLD CHANGE, LONDON, E 


Telephone: CITY 2284 (3 Nir 
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BUY YOUR POISON GAS FILTRATION PLANT 


FROM A FIRM HAVING OVER 30 YEARS' EXPERIENCE OF AIR PURIFICATION AND DEODORISATIO 


PLANT MANUFACTURED TO GOVERNMENT SPECIFICATION 
AND INCORPORATING SPECIAL FEATURES 


OZONAIR LIMITED 9 ozonair House, LONGMOORE STREET, LONDON. sw. t 
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C% WITHOUT THE PRIMUS efficiency PLAN— 
YOUR ORGANISATION WILL 
PAY MORE THAN IT CAN 
AFFORD on these necessities . . . 











: N? longer can you afford to pay out week by week too much 
f hard-earned money on items whose production is indispen- 
; sable. Invoicing, Day-Book Recording, Works Orders, Inter- 

House Records, these, unless handled efficiently, might well be 

the reasons for cutting profits already hard come by ; will demand 

more and more time from your staff; will become a formidable 
; item on your list of expenses. Investigate the advantages of 
Y Primus Continuous Stationery quickly ; find out NOW how simple 
it is to produce routine work 30», faster and to save in the 
bargain 50% of your office staff's energy. 













Make those necessities show profits on 


time and energy... instal 


PRIMUS 


continuous 
STATIONERY 
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CARTER DAVIS LTD. 


QUEEN ELIZABETH STREET . LONDON - S.E.1 
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anagement 


Must Now Get Down to 


THE last Budget. has put an en- 
tirely new complexion on things. 
Not that fresh burdens and 
restrictions were unexpected, but 
expectation is one thing and material- 
ization is quite another. It is only 
with the actual arrival of the antici- 
pated thing that conditions take on 
- the real change. 
=~ To sum up the position in the 
broadest possible way one can put it 
that industry has got to find a lot 
more money for the Exchequer and 
at the same time observe a wide 
. range of limitations on its consump- 
. tion of materials and its selling 
activities. 
Such a double demand means only 
one. thing: introduction of an 
onomy more stringent than has ever 
been known—or. even dreamed of— 
before. 
One important thing happening is 
“that companies must revise their 
. methods of meeting direct taxation: 
.. Formerly it was possible to indulge in 
-the comparatively comfortable 
practice of providing for taxation iu 
ect of the year in which they 
trading: they have only 
vided for past profits. The greatly 
ncreased sums that now will be 
quired, however, necessitate a 
_ Change of policy, During periods in 
. Which they are earning profits com- 
“panies must set aside money against 
_ the possibility that profits may fall 
and the prospect of finding money 
with which to pay taxes becomes 
<- serious. They must, in fact, consider 
the policy of looking twice as far 
. ahead and of setting aside funds for 

























E conomy in Earne: 


W. TUDOR DAVIS 
Authority on Industrial Law, says— 
“The war is fundamentally an economic war, and in the 
last resort what will win the war will not be conscri; 
armies but the staying power of British business, o 


finance, and of the British working man " 









two years’ taxation. I urge that this 
is a matter of importance to all 
industrial concerns. 

The policy to which management 
must, however, give immediate and 
specific attention is that of ‘imple- 
menting’ still further internal 
economies : that is, economies of the 
working structure of the organiz- 
ation. This should be conducted on 
a basis that starts at the top and 
sweeps right through to the smallest 
detail in factory and office. 


Consultant Is In Best Position To 
Help 


I have no personal interest in any 
professional consultancy concern but 
I do suggest that there is every 
advantage to be gained by enlisting 
the aid of competent specialists for 
the purpose of overhauling and 
tightening-up the structure of any 
business undertaking, And this advice. 
applies most particularly to the 
medium-large and large size concerns 















in spite of the truth of the asia 
that a small business must 
relatively more efficient than a 
one, if it is to survive in string 
times. 

It is given to very few o 
to. be able to look at t 
organization with the sa 
hensive eye and with the saw 
faculty as the outside consultant 
a position to do. First 
individual executive, no matter ho 
high his position, is never so fre 


to afford the time for an 
embracing survey. Seco 
invariably encounters with 
organization such factors 
influences and prejudices 
he had the time for a c 

he would probably becon 
in complexities that e 


side-track him. from 
purpose. 
The outside consul 


from these interna! 
fluences : he can view th 
































































a agent, he can. : 
leeper into detail than can anyone 
'ho is more intimately bound up with 
he issues involved. 


Here Is Typical 
5. Economy 


Example of 
Report 


As-these notes are dictated I have 
‘before me, for example, a report 
“made out by a consultant who was 
alled in to advise on the condition 
f plant for a manufacturing firm of 
small-medium size. The management 
f this firm was not dissatisfied with 
ts factory, but in the interests of 
conomy the managing director in- 
sisted on a critical survey : ‘insisted 
‘on’.is the right term as the production 
director and works manager were 
gainst the move. They did not take 
y to outside ‘interference,’ as 
llediat. 

al, as a matter of fact, is the 
of obstacle that usually crops up 
st when subordinate executives 
e other advice being sought. 

It is an unnecessarily short-sighted 
. view. Constructive advice should not 
^be shunned, it should be welcomed— 
"from whatever quarter it comes. If 
“all executives and employees would 
realise that their interests are insepar- 
“able from the best interests of the 
company I believe much more resort 
would be made to the competent ex- 
pert from outside, 

However, looking through this re- 
ort and turning to the last pages 
first I see that expenditure of some- 
thing over £3,000 is recommended. 
‘This sum is for all sorts of small 
items, the largest of which is £150 
a special exhauster Fan and duct 
rry away from a group of opera- 
ves the smell of certain oils with 
hich they work and which, accord- 
to the testimony of the workers 
emselves, tends to make them feel 
bit off-colour towards the end of 
he morning and afternoon periods. 


Difficulties Like This Often 


Remain Undiscovered 


Before passing on I should like to 
emphasise this point. Those opera- 
tives had never complained about this 
condition, nor had the charge hand 
or works manager ever asked them 
about it. All were so closely engaged 
with the work that it just wasn't 
noticed. The fact that the output 
curve fell before the end of the two 
periods was accepted as part and 
parcel of the business: it never oc- 

curred to anybody to challenge it. 
^ - That is where the independent ex- 

pert is valuable. He sees such things 
.as this. 


wice-daily drops in th tput. 
curves. In cash economy this means 
that a capital sum of £150 will in- 
crease output-value to the extent of 
about £8 a week. ` 

But this report contains more ad- 
vice about repairs and adjustments 
than recommendations for the pur- 
chase of new equipment. It deals 
with the kinds of little improvements 
here and there whith are possible in 
almost every factory if competent 
and unbiassed eyes are employed to 
look for them. 

For example, by adjustments to 
filters and circulation pump of the 
cooling system in an oil-recovery 
machine it is shown that 2 more 
gallons of oil can be obtained per 
ton of material treated : a very useful 
increased yield, at no extra cost. 

By increasing the strength of 
liquor in an oil separator it was 
found that a substantial reduction 
could be made in the quantity of live 
steam necessary to concentrate it to 
the required standard. 

By working two instead of three 
eight-hour shifts per 24 hours, and 


closing down an old extractor in one- 


shop, a marked saving in labour 
costs was achieved. Actually, by re- 
organising the work in this way a 
total saving in labour charges of 
£2,300 a year is estimated, 

In another shop the bushing of a 
loose pulley was found to be faulty. 
On this account the driving belt had 
been kept running on the fast pulley 
for long periods—causing excessive 
wear. This was put right. 

A large bracket belonging to an- 
other line of shafting was found to 
be cracked. This discovery averted 
much more serious and costly trouble 
later on. 

Another item of the report.says: 
“All six units in grinding shop are 
producing at below pre-war standard. 
You are mixing raw materials from 
‘A’ with raw materials from ‘B’; 
some of ‘B’ are more difficult to grind 
and are causing the whole output to 
slow down. . .” 

Taking raw materials from two 
sources was purely a war-time expe- 
dient. This firm, like countless others, 
experienced great difficulty in getting 
supplies and naturally was forced to 
take materials from wherever they 
could be obtained. li 

By re-arranging the grading, how- 
ever, the difficult material was recom- 
mended to be fed only to two ma- 
chines of the battery. These two 
machines were specially adjusted to 
take the more difficult quality while 
the. other grinders took the rest. 
Total output was thus speeded up to 





a fuel (coal) saving of £11.10s. a 
week will be made possible. 

This report goes on for twenty- 
five foolscap sheets of typed matter ; 
many other examples of suggested 
economies could be taken from it but 
what I have quoted is no doubt suffi- 
cient to indicate the kind of thing 
that ought to be done now to make. 
output more efficient and less costly 

It will be understood, of cour: 
that this article has nothing whateve 
to do with the technical aspect of 
engineering. In taking extracts from 
the report no attempt has been made 
to go into the detail or accuracy of 
the mechanics of the jobs referred > 
to. What we are concerned with here | 
is the principle of improving equip- . 
ment and methods so as to achieve. 
economies. The examples given are 
merely to show the principle in 
action. 


Don't Be Put Off By Apparent 
Insignificance 












No economy is too small to investi- 
gate: both in the factory and the 
office detail must be looked into. In 
fact it is the aggregate of small sav- 
ings that in many firms will make the 
vital difference between remaining in 
business and having to close down. 

Nation-wide campaigns in the 
press and on the radio have stressed 
the need to economise in paper : 
other materials. Those économies: 
needed by the nation. But indivi 
businesses are in just. as dire i 
economies: economies in elec 
light, gas, water, telephone calls, pos 
ages, power, fuel, furniture, equip- 
ment, and so on, x7 picpses 

Many firms have for years had a 
staff suggestion scheme in operation. — . 
Now is the time for every firm to ~ 
recruit its employees' brains in this 
direction. Probably not the same in- 
centives in the form of cash awards 
could be offered for good ideas but 
at times like the present, most people, . 

I believe, can look a little above the 
level of cold cash. There are millions 
of fertile brains in the industries ot 
this country; it would be a great 
thing if they would all work for con- 
structive economies in their respec- 
tive firms, 

Ideas for better working or cost... 
saving in the factory are easier to 
obtain than similar suggestions fc 
economies in the office. Yet jt 
much can be done on the admin 
tive and clerical side as in the w 
if the right criticai faculty is broug 
to bear on the subject. 
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It Provides the Executive 


With a Useful Personal ‘Pep’ Co Irs 


AR is a calamity to the nation’s 
business. Executives who fight 
_these conditions, however, with 
object of maintaining business in 
‘the face of hazards do find some com- 
. pensation in the improved edge put 
^wpon their personal qualities by the 
roughness of the going. 
An ordinary times | think we become 
© too complacent. We believe we are 
; well organized; we even believe we are 
(personally efficient. Up till September 
Of last year I was immodest enough to 
believe 1 was pretty well on top of my 





job. But when the upheaval came and | 


the smoothly fitted pattern of day-to- 
day working was jolted out of position, 
my plan of administration was put to 
many new tests. 

The early days of the war brought 
our business to a dead stop. An imme- 
diate change of policy got it going 
again in less than a few weeks, that is 
a story I have related before, in a pre- 
“vious issue of Business. But since that 
revival and the hard-fought-for de- 
velopment along new lines. that has 
since taken place I have been able to 
get a glimpse of one or two points in 
which I personally have been inefficient 

efor. years, 


- A Sunday at The Office: 
- The First Time 








One Sunday towards the end of last 
winter I did something I have never 
done before. I came up to the office 

to have a look round. For some days 

i had been going much more carefully 
than. usual into. detailed reports from 

our. factory, and I felt somehow that 

hings were not being handled with the 
ficiency I had imagined. No big dis- 
repancies appeared; nothing seemed 

"wrong"; but I just sensed that certain 

things were. below par. 

: The intense strain of the previous 

= months, strain on our financial reserves 
© as well.as on our physical and mental 
` resources, chad revealed clearly to me 

that any below-par working could not 
“be afforded. Economy had become the 
keynote of administration and I must 
say that my own sensibilities to this 
factor had become considerably shar- 
pened. By economy, let me emphasise, 
P do not mean parsimony. At a time 
business crisis parsimony can be 
ery dangerous, but economy—which 
lies eficiency—is absolutely vital. 
this Sunday, therefore, I went 
ir factory and spent the morning 
king round. I pried into everything. 






















From an Interview with a MANAGING DIRECTOR. 


As I more than half expected P found 
no serious fault. Naturally I could 
not test any machinery, either in the 
shops or the power house, but I did 
find a few things of which 1 made a 
list with the object of taking the 
matters up with the works manager in 
the morning. 

L found, for example, here and there 
an unauthorised dump of used engine 
waste pushed into a corner; one or two 
machines were not as clean as might 
be; black-out arrangements were obvi- 
ously being neglected; some stock 
sheets were missing; fire buckets were 
empty ... a most serious omission; 
general straightening up had not been 
too well carried out and one rather 
makeshift repair had been carried out 
on a certain type of plant. 

In our transport garage (we have 
15 heavy vehicles and several light 
cars), I found some of the lorries look- 
ing a bit grubby and one or two 
apparently out of commission that had 
not been reported. 

As I say, not serious things perhaps, 
but they were all against the rules and 
and contrary to what I had always 
imagined the state of things to be. 
.On the Monday morning I talked 
over these matters in a friendly way 


with the executive responsible for the 


work and I gave him a short time limit 
in which to get them all rectified. 

At the end. of the time limit I again 
personally checked up and discovered 
that my injunction had not been ob- 
served. I then adopted a much firmer 





While the man of progressive, 
unselfish outlook is the one who 
will most readily recognise and 
admit his own faults he does 
not necessarily’ want to be 
publicly identified with them. 
We have therefore withheld 


the name of this executive. 


But this qan be said of him: he | 


successfully controls two im-. 
portant manfacturing concerns 
and other smaller subsidiaries, 
His views—and his ‘admis- 


sions’—are therefore not with- 
out value in these difficult 



































attitude and gave 
shorter, time limit. 
When, at the end of 


another, 


stil not completely j 

there was need for action, 

Putting the Proposed Che 
Into Action. 


Now this works mam 
with us fot many years. 
ter he is conscientious 
while his technical c 
among the be i 
of business. 
sent for him. 
but this is the 
him : 

"Look here Smith, this i 
on your nerves, you're 
a fortnight's holiday, and 
away, l tell you lied 
experts in to 
production unit, n 
onwards. Within two 
their report and Ul g 
when you come back,” 

My plan for Smith 
week of his holiday 
another of our fact 
taking a look at our sy 
ization there, while 
week he could take a com; 

Í called in three experts 
these factors: (1) our power 
duction plant, (2) tr: 
buildings. 

Number three was 
with the things affecting Sv 
occurred to me (as I will 
minute) as a natural 
from number one. 


These Reports Verified Need 
For Tighter Control 


gist oí 








In due course the rept 
They showed, as I rather 
not too satisfactory : 1 
the works. For e 
economiser which we 
installed in the boiler 
werking properly, 
ted. As a result we wer 
coal than nec ary, a he eas 





of machinery. was capable 
output than we had bee 
it for quite aie 














raul need re- organising, we had too 

many vehicles off the road at the same 

time, and this, despite a scheme which 
we have had in force for several years 
nd which awards a bonus to drivers 

‘for smart, well-kept vehicles. 

When Smith returned | had a long 
Ik with, him on the basis of these 
ports and the view which. clearly 
resented itself to me was that Smith 

couldn't properly handle his men... In 

other words, while he was an excellent 
engineer from the purely technical 
joint of view he was- far from top-line 

“ficiency as a works manager. Clearly 

we lacked nothing in the way of equip- 

ment, what we, lacked was the super- 
sion and the drive-to ensure its most 
proficient performance. — — 


I Had. Relied Too Much 
On Reports 





tewas: this which made me ré 
"a long time I myself had not 

the standard. by which I 

thers. I had relied.too much 

al and written reports. As an 
executive I had not gone often 

rh into. the works to see person- 
how things were going. | ought 
e known that Smith, with all his 
cal and other virtues, was not a 
good handler of men. I had not talked 
"sufficiently with the men themselves. 
"True enough I had always made my- 
elf accessible to all our employees. 
yone from foreman to office boy 
üld come on Friday afternoons into 
ny office and talk personally to me 











about anything that exercised his mind. 
But I had not seen the other side of 


hings by going actually into the works 
D Took at detail and to see if everybody 
s= co-operating in our policy. of 
eanliness, workshop-pride, individual 
ficiency and so on. The result was 
hat daily and weekly reports were 
aken too much at their face value. 
Of course when profits are.good and 
ery activity is a perfectly simple 
ütine it is easy enough to. slip into 
€ habit of accepting reports without 
allenge. It takes a severe. jolt. to 
a executive out of this com- 
. And that, I believe, is where 





E z x 
ur whole “system of transport Över- 





"i no way proved onerous. 





telligent management; it has stimulated 
constructive thought to take the place 
of happy-go- ‘lucky laissez-faire. 

My remedy in the case just outlined 
was to send Smith back to his job as 
works engineer only. [ sent him back 
with the strict understanding that 
henceforth I myseli would act as 
works manager responsible for all per- 
sonnel ‘and discipline. 

To put this change of policy over 
properly so that it wéuld be understood 
by all concerned I called a staff meet- 
ing and explained fully the aims and 
objects of the idea behind the altera- 
tion of control. 

The. plan has now been in operation 
for some weeks and is working well. 
Our’ costs have been reduced and our 
output is keeping well up to expanding 
demand. 

Naturally, the move puts more re- 
sponsibility and a certain amount of 
extra dëtail upon my own shoulders. 
But why not? 
the chief executives of businesses must 
be willing to carry increased burdens. 
If, in peace time, it is a good policy to 
delegate every possible activity to some 
subordinate, I believe in war time that 
such a principle is risky. It is not only 
risky from the point of view that the 
greater amount of delegation "the 
greater the possibility of neglect or 
error, but it is very expensive, 







smal firms, have had to reduce staffs. 
"Those executives who remain therefore 
expect to do more work, not less. 


The Extra Detail is Not 
Onerous 


In my own case the extra detail has 
On the 
contrary, it has given me a clearer con- 
ception of our business than I- had 
before. Even.in discussing what might 


be called high.policy with, for example, 


directors. of associated companies or 
with Government officials in the matter 
of supplies, or with big distributors in 
regard to future contracts I have found 
it extremely helpful to be in possession 


of detail picked up in the factory, 


through my work as "general works 
manager." 


NCREASED DETAIL HELPS RATHER THAN HINDERS 


This executive's plan of tightening-up control of the 
business throws more detail-work upon his own shoulders. 
, But he welcomes this in the spirit of to-day's urgent need 
for greater effort by EVERYBODY. Also, he says, prac- 
tical work of a detail character that he has never before 
ndertaken has already assisted him in matters of higher 
licy because facts, picked up in the works at first hand, 
have sometimes proved of more value than statistics taken 


T from feports. > 











list of Investig ations: 


These are times: when, 


too. 2 
Most firms, especially medium size and 


expenditure that does not ‘bring imme- 


"schedule so that at the end of that. 








“Tn view of thu 
great difficulty while the war is on, o£ 
getting any sort of repair or construe- =) 
tional work done I thought it would be 

a good plan to have our buildings 
“vetted” at the same time that our 
production machinery was being simi- 
larly investigated. I was also looking 
ahead to the time when the war will 
be over, and I had in mind a plan to 
meet that welcome event, 





These Post-War Conditions Must 
Be Faced 


The end of a war, naturally, brings 
tremendous reaction, ‘Goods of which 
there was a scarcity during hostilities 
suddenly become plentiful, competition 
becomes intense, price-wars begin and 
only the most economically sound firms 
can survive. [t.too often, happens that 





‘firms, having worked at high pressure 


during war and having also. avoided 
to repair. and refit as they go. along. 
arrive at the peace in à very exhausted 
state. We saw plenty of such cases at 
the end-of the last war. Thus, at the 
very-moment when it is essential to be 
able to produce fast, in big volume, and 
at low cost, such firms find themselves 
faced with the inevitable heavy costs 
of making good the wear and tear of 
war-working: 


Parsimony i Is: Always a Danger: ` 
Fepeeially Now E 


That is Shere the danger of.pàrsi-. 
mony during war time comes in; Firms 
embrace. so completely ‘the policy obf 
economy that they fail to maintain a ~ 
balanced point of view about it. They 
believe that by eliminating alk capital : 

















diate benefit or profit they are exercis- 
ing true economy. That is so often a. 
fallacy.’ 5 

On the basis of our reports. ‘on: plant — 
and building condition are theret) 
fore laying down a double replacement: 
dc for. plant. 
and. equipment and. à. twelve-month” 
policy for buildings. This means we 
have planned to. introduce, over a 
period of six months, all the plant im- . 
provements recommended - ‘by our exs 
pert. In six months from now our plant | 
and equipment therefore will have been 
brought to the highest possible stand- 
ard of modernity and efficient working.: 
And thereafter it. wil be similarly 
nursed on the basis of a six months' 
forward schedule. ` 

In the same way all the recommenda- 
tions made for additions and improve- 
ments to our buildings will be put into ~ 
effect on the basis of a twelve months' 
































time our structures will be.in abso«: 
lutely first class condition in ex 
detail, 

I ought to mention here that the: 
schedules for plant and buildings cover 
not only maintenance and improve- 
ments but are also designed to cover. ^ 




















| Ín th way, as the war proceeds, the 
Standards of capacity and efficiency of 
Our production machinery and our 
buildings will be steadily raised. At the 
“conclusion of hostilities, therefore, we 
shall be organized and equipped in the 
finest possible way to meet whatever 
reactionary conditions then dev elop. 
This, I think, is in sharp.contrast to 
the policy. so commonly followed in 
war.time: the policy of 'greediness. for 
orders. and contracts one the. one hand, 


ff 









D URING the blackout of last winter 
many of our women employees 
“suffered accidents and. other un- 
pleas nt experiences on their way home 
in the dark. One or two stepped off 
trains before the platforms- had been 
reached: several were knocked- down 
and hürt in the rush to board and 
“disembark from trams: a number had 
bicycle accidents: and there was the 
wearing experience of: constantly 
waiting for long times in "queues for 
buses, etc. 
Al these things, adi to other 
_ exigencies of-war-time, were "prolific 
'auses of absenteeism: and. a general 
biiy tọ work . efficiently. ^ The 
¿aggregate charge of this condition on 
industry must he tremendous: 
Our staff. of 700 women (making 
-overalls; etc.) the absentee curve rose 
sharply from about the end of October, 
and through December, January and 
February at remained higher than we 
have ever. before known. it. 
exceptionally bad weather” certainly 
‘fostered this. condition; but I feel the 
blackout-was- mainly, to- blame. 


This Brings Up the Question 






















ervous could pi. for permission to 
go home at blackout time and thus have 
bout halí- an-hour of twilight in which 
«mike the journeys ” 

Several employees took'advantage of 
ihe arrangement and we paid them all 
in full. But this question of wages is 
an important one. . 

If we have to go through another 
blacked-out winter—and 1 think there 
is no doubt of that—I suggest that all 
factories employing mainly women 
should close down daily at official 
blackout time so as to give the oppor- 
tunity for a reasonably safe and less 
;nerve-racking journey home. By way 
- Of wage adjustment I suggest half pay 
-to employees for the hours they then 
lose, to be compensated by overtime 
"whenever possible at time-and-a- -half 
rate till. the lost time is made up. 









inter's Blackout 


The. 


inspired parsimony. in the. matter ot 
constructive outlook and capital experi- 
diture. That kind of management is 
dangerously shortsighted. A business 
so conducted finds itself, atethe end of 
hostilities, with such a neglected and 
weakened structure that the capital 
expenditure and time necessary to re- 
pair the neglect proves an onerous 
burden that seriously handicaps any re- 
start in new conditions. 

When peace dogs arrive, the success 
of the nation's new drive for prosperity 


Safety. on Journeys Home in the Com 


Five-day factories should work on 
Saturday. mornings: and meal times 
reduced to. half-an-hour. 

i suggest that the Factories Act 
should be adjusted to. permit such an 
arrangement. for the duration of the 
war. , 

The summer is all too short. Late 
autumn. and winter will soon be here. 
The coming dark months will see our 
war effort intensified, consequently 
conditions will be even more arduous 


HE General Electric Co. Ltd. has 
circularised all customers asking 


them.to assist in conserving packing 
Customers are asked to un- 


materials. 1 
pack goods carefully and to save all 


cartons, boxes, cases, drums, etc. Thes 


G.E.C. vans will, in future, collect all 
these used packages and convey them 
back for re-use. 


Whole-Time String Coll 


THE appointment by Selfridges of a 
full time "string-collector" offered 


a story that the daily press recently 


made good use of; but the fact is the 
decision. was an extremely sound one. 
The amount of string that arrives every 
day on in-coming packages for.a great 
store totals many hundreds of yards. 
Until now nobody attached the slightest 


Has It Ever Creurted t to You.. 


People whe must be told specifically s 
what to do and how to do it will alwayso a 
wage Or ^ ~ 





receive a definitely specified 
salary. It takes imagination and 
tive to break over the low-salary 
low-wage fence, 


initia- 
or 


Genius is not always a matter of doing 
something unusual. Sometimes it amounts 
only to genius in insisting that something 
unusual is possible achieve; and per- 






From the MANAGING DIRECTOR of a Midland Fi 





be to 
economically 
markets. 

I believe that all firme c: 
for this condition, By 
balanced eye on present t 
the possible needs of si 
even a year ahead, man 
therefore be doing an immense! 
Service. or, as I might exy 
is the moment to plan busin 
Peace. 



































last. winter, 


sure it 
generally 
have regarding its 80 
published in this paper. 





We shall be 
letters on this 
by readers. Ed. 


glad te p 
impe d 





H.M.V. and M: 
radio firms, allow 9d. 
table model cartons 
console or radiogram c 
carriage. 

Murphy Radio 
scale of allowances 
for a table cartoon 
wood cases. 


have 
ral 


fio 





‘tor Pays 








to this used, but 


value. 
materia 
"Tod the 





manager says, "careful 
‘second-hand’.string goes 
towards meeting our fill daj 

ments for out-going packages 

Goodestring suffers hardly at a 
tráhsit--sqdve every yard you can, and 
usé if again. 


someone has 





(Until objectives are turned into 
fer action they have little fi. 


The fact that à: 
done a certain way 
tive that it might well he 
and better. 






HE increased postage rates are 
compelling firms to devise econo- 
mies in their out-going mail. Within 
[few hours of the higher rates being 
fficially announced the head of one firm 
Old us that an executive staff meeting 
had been called at which all executives 
f henceforth to avoid dictat- 
ing any letter that was not absolutely 
necessary. 
"dt was also announced that new 
of standard acknowledgments 
ere being printed on postcards and it 
ordered that these should be used 
i, as formerly, writing a letter 
zment. The printed post 
d of course goes for a penny. 
Short communications that are not of 
a private nature were also urged to be 
sent on ordinary postcards, which go 
‘for twopence as against twopence-half- 
“penny for letters. 
: This same firm was arranging also to 
engage two extra messenger boys to be 
: nplayed full time to deliver, by hand, 
all letters and packages for inner 
5London destinations. The method of 
procedure is being planned as follows : 
Instead of London letters being 
delivered to the postal department for 
mailing they will be sent to the despatch 
department where the manager will 
“sort them into a series of bins labelled 
vith the necessary London postal areas. 
These letters will be got ready through- 
Out-the day and will be collected and 
livered by the messenger boys 
king on planned routes. 
the moment of writing the out- 
imits which these hand deliveries 
‘over have not been finally decided, 
ut naturally areas will not be. included 
hat involve long journeys for isolated 



































P.S. 








at 2id. Help yon 


More Hand-Deliveries of Letters 


In the interests of Postage and Paper economy 
please do not bother writing me in acknowledge 
-ment of this letter. 


, Many letters are expressions of friendliness and courtesy: very nice, but by no means vital with postage 
correspondents by providing pe with this way out. 
p 


& Packets to Local Destinations 


Whatever the need to contribute to the National effort by 
means of higher duties many firms in their struggle to 
keep business going, will be forced to cut down postages. 
This is one firm's plan for doing it. 


letters. The firm has worked it out that 
if only an area within about a 24 mile 
circle round St. Pauls is covered 
properly by this messenger service the 
net saving in postage costs will be 
considerable. 

Most firms could reduce their volume 
of letter writing. The habit of dictat- 





DON'T FEED THE 
DEAD LETTER OFFICE 


Before the war more than TEN 
MILLION letters and packets a year 
gravitated to the Dead Letter Office. 
Money for postage was paid on all 
these, yet they never reached their 
destinations. Chief cause of this waste 
was FAULTY ADDRESSING (insuf- 
ficient, wrong, obsolete, illegible, or 
missing altogether). 


With postage rates up no firm can 
afford this carelessness. 


COMB YOUR MAILING LISTS, 
CHECK FOR ACCURACY, INSIST 
ON CAREFUL ADDRESSING, RE- 
DUCE THIS WASTE OF POST- 
AGE MONEY. 





ing—aided as it so often is by dictating 
machines—is very easy to develop. 
Quite a proportion of the average firm's 
daily correspondence could in fact, if 
examined eritically, be classified as not 
really necessary. 

The letter, considered now as postage 
expense of twopence-halfpenny, takes 


See stery at top of opposite 


on a new significance. 













Units of two- 
pence-halípenny are well worth saving, 
and if they can be saved, daily in their 
half-dozens,: scores or. hundreds— well, 
the saving will not be.only in the cash 
out-going for postage but it will also 
ease the strain on rationed paper 
supplies... 

In.additión to "reducing the volume 
of letters actually written, most firms oo 
sittiated in cities and large towns could — ^ 


-arrange to have their own messengers 


deliver a good many of their local- 
destination letters that iormeérly went 
by post. Messengers at, say fifteen 
shillings a week, need deliver only 73: 
letters a week to pay their cost, and 
when it is considered that (in the case 
of the firm referred to above) each . 
messenger will deliver an average of 
30 a day, then the saving is worth 
while.. And it must be borne in mind 
that deliveries will not be confined to 
letters But. will include many packets 
that are above the 2id. postage rate. 
The scale of saving will therefore be 
that much higher. 

Measures of this kind cannot be 
regarded as mere attempts at avoiding 
responsibilities for contributing higher 
duties to the exchequer. As this firm 
explained : "We have got to economise. 
On a volume of correspondence such as 
ours the extra postage rates constitute 
a serious burden, added, as it is, to 
many more increases in costs which. 
must be shouldered. We have to make 
what savings we can. The scheme 
described. is simply one more internal 
economy devised with the object of 
helping our firm to continue operating: - 
in business.” 



















New Uses for Your 
Obsolete Forms 


HE paper shortage is stimulating: 

the experts to study how to! 

economise and how to make avail 
able paper go further. 

One. well known. printer announces 
that it has developed an' idea whereby 
almost any paper that is already printed 
on one side (and some that is printed 
even on both sides) can be still further 
utilised. ^. 

Any business firm that has stocks of 
forms, booklets, leaflets, or other 
printed matter which the war has made 


- obsolete is invited to send two or three 


Specimens of each to this printer who 


will then advise what^can be done (if 
.anything) to reconstruct the pàper for 


current use. Business will be pleased 
to forward enquiries. 

Before you give orders, therefore, for 
any "waste" paper to be baled up for dis- 
posal to waste paper merchants it might 
save you money to try out this idea. 











execütive 
giving various 
ation, there appeared 


$ aime 





that. ‘came in. ‘recently, 
points of info: 
_ the following: 


/. "jn the interests of Postage and Paper 
economies please do not bother writing me 
in acknowledgement of this letter." 







That raises an important point. The 
yatural feelings of appreciation and 
courtesy inherent in ninety-nine per 
cent. of people prompt them to write 
` letters of acknowledgment and thanks. 
If one could examine the correspon- 
"dence of the country for one day it is 
pretty certain that quite a proportion of 
the letters exchanged between business 
houses would be found to be nothing 
.büt acknowledgments in some form or 

; another. 
"Acknowledgments of orders.may of 





5. Saves Many Unnecessary 
Use it Whenever You Can 


course be necessary; this can be done 
by formal printed post card which can 
gó for a penny. But a great quantity 
of these acknowledgment letters are 


just’ courtesies and expressions of 
thanks exchanged between people. In 
ordinary times this a delightful 


practice, but with a real shortage of 
paper and postage at twopence-ha'penny 
& time courtesy becomes expensive. 
By using the P.S quoted above, 
however, a business man can encourage 
his correspondent to save paper and 
postage costs while at the same time 
relieving him of any feeling that by so 
doing he will be thought discourteous. 
We e might mention that we ourselves 


are using that P.S. in every case where 


it is appropriate. We feel it will help 
many of our correspondents to hold 
down their postage costs. 


"The Hand-Scribbled Reply Can 







Save Time As 


E the editorial offices of ‘Business 
we are glad to notice that many firms 
"re replying to our correspondence by 
writing the answer on the original 
letter and returning it to us. In many 
cases the answer is a brief message 
scribbled by hand by the executive 
‘concerned, thus avoding the routine 
of having the thing typed. 
Of course not all business letters are 
answerable in this economical way as 
_ records are often needed at both ends. 
But where permatient records are. not 
wanted this practice of writing thé 
nswers on the original letters should 









ROM a very famous. engineering 
firm in the Midlands we: received 
last month a letter written on a 
sheet that was obviously the firm's 
original quarto letterhead cut. in half. 
The typing was started much higher up 
than usual—right against the: printed 
heading, and the typing measure was 
much wider than is normally reckoned 
as "correct." In fact the typing left 
only a half-inch margin on each side, 
and the text was carried on to the 
back of this half-sheet. 
Nevertheless, the letter did its job 
_ jus ffectively in the form of a 





Well As Paper 


be emploved wherever paesible: 

Executives will find, too, that where 
the answer required is but a brief one 
it takes only a few seconds to scribble 
it by hand. Shortage of clerical staff, 
with fewer people thus doing more 
work, frequently makes it impossible 
for an executive to have such complete 
services of a secretary or stenographer 
as he enjoyed formerly. "This writing 
of short notes by hand can thus often 
ease matters tremendously. After all, 
it is up to everybody now to give every 
possible help in the direction “of reliev- 
ing the burden of work. ' 


Letter-Heads 2-Purpose Now 


half-sheet as it would have done as a 
whole sheet. 

An executive of this firm later said 
to us: "With the present restriction of 


To Editors of House Organs— 


You are invited to publish all or any part of the notes on these: 
two pages. We believe the subjects are so important that 
means should be used to bring them to the not 
business executives as possible —Ed. ee 









































paper no firm can afford 
mach regard to appearanc 
five per cent. of our st 
heads have been guilloti 
orders have gone out 
office staff-—executive 
insisting that for every 
the half-sheets must be 
oft the back if ne 
sheets may be used only for | ong te 
that would otherwise need two hs 





sheets, fronts and backs. The Wank 
lower cut-offs have gone t to our off 
duplicating department 


into requisitions, petty-ca 
other internal forms 
enormous  quantitic 
that we normally use for ¢ 
our three large associate 
plan wil make a treme 
in our present stocks." 


To Make Your Dire 
Mail More Effective 


TOUR printed : 
costing more 
still one of ihe ch 

selling. Henceforth, it s 
be more effective than ever 
petition is now 1 

Tn using smaller sizes of paper; B 

ever, your direct mail : : 


slips 
dering: 

















tor post 


use is to he made oi 
vour disposal. 

Tf your business is not staff 
scientifically with dire 
present ee much 
course is to see 
a specialist. | c 
names of specialists ai 
this service. 


Free Note Pads 


SED envelopes, 
they open flat, 
blank surface for s 
notes. Firms with a big 
mail could provide (at no co: 
the note pads they need if usec 
pondence envelopes were put to 
this way. 
Large, strong envelopes that e 
through the post can, if shit i 
ai the top, be used again. 
Sealing can be done w 
paper tape. 
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| Helping to Landch this New Product 


L. 


Users Provide Own Containers 


2. ‘Personal Ownership’ Plan 


From an Interview with 


CHEMICAL RESEARCH PRODUCTIONS LIMITED 


UTBREAK of war upset many 

big-scale marketing plans. Of the 

new products scheduled by manu- 
facturers that September to make their 
debut some were shelved altogether : 
others were delayed and subsequently 
launched according to fresh plans 
restricted to meet the rigours of a new 
and difficult situation. This happened 
to Lustrodent. 

Lustrodent is an interesting line. As 
its name implies it has something to do 
with teeth, But it is not a dentifrice, 
nor is it a mouth-wash; it is something 
new. A rather clumsy, though quite 
accurate description is “a medium that 


D disinfects toothbrushes and maintains 
"them in an aseptic condition." 


Its object is, literally, to clean up a 
point of dental hygiene that hitherto 
has been neglected even by the most 
fastidious. It was only lately realised 
that the toothbrush itself was a prolific 
but unsuspected cause of dental trouble 
and subsequent ill-health. With this 
Significant fact laid bare it then became 
obvious that the danger of the tooth- 


brush in this direction increases as the 
innocent user makes more and more 
use of it in well meant attempts at 
improved mouth hygiene. 

The reason is that, once a toothbrush 
has been used, it becomes a permanent 
incubator for germs and moulds, which 
are two of the greatest enemies of the 
teeth. Application of dentifrice to the 
brush, or, more simply, the putting on 
of tooth paste or powder, has no 
measurable effect in countering this 
dangerous condition of the brush before 
it is thrust into the mouth. Nor can 
any amount of washing or dipping in 
ordinary antiseptic after use provide a 
remedy. 

Lustrodent is designed to function 
here. In the form of an after-use-dip 
for the toothbrush its object is to apply 
a powerful long-acting germicide. By 
this prolonged action the germicide not 
only thoroughly sterilises the bristles 
and interstices but thereafter remains 
active for twenty-four hours. In this 
way it creates a condition powerfully 
hostile to any fresh contamination of 





Two outstanding points about Lustrodent are (1) users provide their own containers (bottles) and (2) 
each supply is individualised" by attachment of the user's initials. This factor appeals particularly to 


children and therefore operates as an effective sales influence, 


Note how the label with its “This bottle 


belongs to —'' emphasises the personal ownership and indicates position for affixing the initials, which 
are provided in the form of adhesive letters, 


which there may be risk through air- 
borne germs. Thus, for even the 
longest intervals "between uses" the 
toothbrush remains aseptic. This sus- 
tained activity of the disinfecting 
property is in fact the whole virtue of 
Lustrodent and the quality upon which 
its effectiveness depends. 

This is not the place, however, in 
which to describe in . detail the 
chemistry of Lustrodent. The brief 
outline has been included simply to give 


an idea of its purpose as a new product. 


Soon after the war had upset the 
nation-wide advertising and marketing 
plans that had been prepared for this 
newcomer it was realised that no 
activities on this scale could be 
considered while hostilitics continued. 
Emergency legislation, and the obvious 
fact that restrictions would tend to 
increase rather than the opposite, 
rendered that impossible. 

After a lapse of some months, there- 
fore, it was decided finally to market 
the product on a scale more appropriate 
to the limitations of the moment. 


The ‘Personalised’ Factor Appeals 
Strongly to Children 


Before going into the actual method 
of distribution, however, it will be 
interesting to review one or two angles 
of the sales appeal which this product 
presents, as they are rather novel. 

First of all the manufacturers decided 
as a point of policy to emphasise the 
factor of hygiene by investing the 
product, in the user’s mind, with the 
quality of individual exclusive owner- 
ship. As members of a family recognise 
the individuality of their toothbrushes 
by the colour, shape, etc., a symbol has 
been devised whereby each supply of 
Lustrodent can similarly be recognised 
as exclusive personal property. 

This has been done by providing 
adhesive letters so that the user can 
affix his or her own initials to the 
bottle, as shown in the illustrations. 

This feature,. it was considered, 
would make a special appeal to children, 
who of course take a natural delight in 
having their ownership “officially” 
recognised in this way. And through 
the kiddies it was calculated that the 
interest of mothers would be the more 
readily secured in this plan to “individ- 
ualise" the product. The interest of 
the mother could then be relied upon to 
propagate the idea of toothbrush 
hygiene among other members of the 
family. 

With the sales appeal thus centered 
upon women it was decided that the 
selling propaganda, .including adver- 


Continued on page 17. 
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Some Ingenuity in Administration 
Some Quick Decisions, and 


A Good Dose of Pure Opportunism 







Writes CECIL CHISHOLM, M.A., ‘Business’ Economist 


OST of us have become seasoned Of the failure 

to shocks, but this month’s dose there in now no que 

was an outsize. The invasion of as crippling our 
Holland and Belgium and the with- Apparently the care 
drawal from Norway was bad enough Ministry of Nas 
news. But all this followed immediately in planning — produc 
on one of the most timid, shortsighted material to finished 
and unrealistic budgets ever presented being adequately cor 
by a British chancellor, a budget all over again. The s 
unnecessarily hurtful to confidence for first leit out of acco 
two reasons: (1) because it gives us left without proper n 
no idea of the year’s taxation, merely what to do now to ohtai 
leaving the problem to a second-time 
budget: (2) because it leaves the il- Labour Organization 
digested sales tax completely in the Still Chaotic 
air. The business executive has abso- 
lutely no information as to the rate, T the cont 
time or method of collection. Nothing the ha: 
on which he can plan his own future is wor 
sales strategy, to meet his customers! trains an 
difficulties. a high deg 

civil side, the : 
not yet knew 
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Unsettling Aftermath of skilled workers can , 
REGISTERED| ', Of The Budget Ministry of Supply h: 
UN- over its own labour pr 
total training ay 
EMPLOYED HE budget itself underlines the aay 40.000 men ay 


complete inadequacy of Govern- has been heard of the mi 
ment planning in every field, particu- workers needed in industry 
larly production. In budget week our first statement was. m 
“war expenditure was running at the What wonder if every te 
rate of exactly £2,600,000,000 per Midlands, from Derby to 
annum and the far-sighted Sir John short of men, while the pott 
LIVING plans in his budget to spend 14.3% of théir worke 
: ; £60,000,000 more on the war during the mines 15.600 worki 
the whole of the next financial year. 81,000? 
Incredible, but a fact. What confi- The cheerful figures 
dence can the business world have in issued by the Minis 
the Government's management of pro- tact fully avoid these 
duction, if no increased effort is omit also any reference 
provided for? mense amount of short t 

Either Sir John Simon is over- worked in textiles 
whelmed by the difficulties of in- publishing industrie 
creasing production, or he is cynically woodworking and man 
conscious that his present budget bears They forget the techi 
no relation to the requirements of the gered time, by which m: 
next financial year and makes no these hard hit industrie: 
attempt to prepare either business or onring to. hold 
the country for his coming demands toge ther, and 
on them. ; 3 open. : 


Thousands 
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e Spending 


E extent of our failure to 
k organise supplies is reflected in 
the new shop sales figures. From the 
point of view of business they are 
“grand. Money sales fot March. are up 
“by 12.8% over last year. Allowing for 
the rise in the cost of living by 15.206, 
€ fall in the volume of sales is only 
A06. Incidentally, the failure to get 
the new index ready before the war 
s.a piece of luck for the civil servants. 
new index would have reflected 
ore closely the genuine rise in the 
‘ost of living. Witness the rise in the 
value of stocks of food commodities 
by 319%, of non-food by 19.6%. Stocks 
€ now possibly a more illuminating 
index than the Ministry of Labour’s 
present out-of-date yardstick. 

"But from the point of view of our 
war effort, these sales figures are dis- 
turbing for they show that we are 
still spending almost at pre-war rate 
on private needs. It is estimated that 
we are spending but 35-40% of the 
ational income on our war effort. 
Very quickly that figure must be in- 
"creased to at least 50%. 


Where's The Money 
Coming From ? 


OW is it to be done without 
K inflation? At the moment we 
are spending at the rate of 


2,600,000,000 per annum on the war. 
Soon we must spend at the rate of 
£3,000,000,000 per annum to 
;500,000,000. Indeed we ought to be 
spending that now. But the latter 






figure, however, represents 60% of 
our total peacetime income of 
£5,500,000,000. as. 


Some of the difference can be 
orrowed, no doubt. What of the 
yest? Mr. Keynes suggests deferred 
savings. Presumably that timid, half 
measure, the sales tax, is intended to 
chieve the same result. But where 
‘the Keynes plan would raise 
£500,000,000 at the least, the Chan- 
cellor's purchase tax will give us only 
$0,000,000 at a 10% rate. To yield 
thing like £500,000,000 it would 
ave ‘to be applied at the rate of 
96. This might close even more 
ops than Mr. Keynes plan, and this 
ithout avoiding inflation to the same 
degree. 

There is no secret about whence the 
additional income for war purposes 

il have to come. The individuals 

d families with incomes above £1 
“per head per week will have to pro- 
^wide it. In 1936 the total surplus of 
these families upon this basic standard 
was £1,441,000,000. Eventually ‘we 
may expect that the lower middle and 
middle class will be asked to provide 
some 50% in loans and taxation for 
this purpose. The present budget goes 
a few feeble steps in this direction. 
We may expect something much more 
drastic in the autumn. 





Be Hard Hit 


S a result thousands of small 
shopse will have to close down. 
Factories in the luxury and certain 
other industries will likewise have to 
close down. The urgent need will be 


for action by the Government to 
secure that the men without jobs, 
executives and workers alike, are 


trained and transported to the work 
that needs them. | Whether this can be 
done voluntarily or not will rapidly 
become a burning question. 

What we have a right to expect 
from the Government is quick and 
vigóurous action on more far-sighted 
plans. 

There are some signs of improve- 
ment. The coal industry in getting 
into its stride and production is rising 
rapidly in every coal field. Indeed 
Scotland is about to open what will be 
its largest and most modern mine. 
The schedule of production for 
materials is at last almost complete. 
Steel will shortly be better distributed, 
although the new machinery requires 


' time to get into working order, but the 


subjects „of. training workers and 
dilution are still lamentably ingnored. 


Export Problem - 
Still Unsolved 


HE overseas figures are less 

encouraging. Indeed, the adverse 
balance was twice as high in March as 
in the same month last year. In the 
first quarter of the year it has risen to 
£178 million compared with £85.1 
million in the same quarter last year. 
In other words, we have failed to tackle 
the export problem successfully and 
much more strenuous efforts must be 
made by the industries concerned in 
the very near future. Indeed the 
Scandinavian situation will make much 
more costly the transport of much iron 
ore, paper and other commodities. 


U.S.A. Remains 
The Enigma 


TEHE position in America is rapidly . 


becoming of less interest to our 
ever more insulated economy. But the 
course of American prices is vital to 
us. Unfortunately they are beginning 
to rise, thanks to war orders. Other- 
wise the whole American situation is 
still paradoxical. Industrial production 
is still only 8 per cent. below America's 
boom year (1929): steel production ís 
still above the 1929 figure: production 
of nondurable goods remains amazingly 
high. 

The production of durable goods 
actually doubled between April and 
December last year. Yet almost all of 
that increase has been lost this spring, 
which proves that America’s autumn 
revival was entirely due to the Allies’ 
wartime orders, and to memories of the 
1915-1918 war boom. 


production, Februar} 

car-loadings femain surprisingly low; 
new orders for building have slumped. 
In fact the America future remains 
unpredictable, particularly with the 
presidential elections looming. 


What We 
Want Now 


wee we have to look forward to 


in this country is complete 
employment within three or four 
months. But that happy state will 


inevitably be linked with rising prices, 
with labour and material shortages, 
with war alarms and anxieties nearer 
home than hitherto. 

Save in the field of export where 
plans can be made for long-range 
selling, quick decisions, ingenious 
devices, and a dose of pure opportunism 
are called for. 


— e 


The Customer Enforces 
Paper Economy 


director of a famous London . 
fashion house told us his firm sént 
out to patrons an invitation to à 

dress show at a well known West End 
hotel. Following usual custom these 
invitations were engraved on one sid 
only of à 2-fold sheet of. expensi 

hand-made paper. By next morning’ 
post, he said, arrived an indignant letter 

irom a titled lady who expressed 

amazement at the prodigal waste of 

paper and announced the determination 

of herself and friends to avoid. all 

business relationships with the house: 
while it violated such obvious needs of 

national economy. The director said 

this rebuff started him on an investi- 

gation into paper economies for all 

future issues of the firm's püblicity 

matter. He regards it as a fault of 

the gravest nature to have withheld a 

move of national importance until 

prompted by a customer. Eighty per 

cent. of his firm's clientele being in the 

highest ranks of society he had feared 

to reveal signs of departing from the 

“luxury” or "exclusive" appeal But 

he misjudged the patriotism of his 

market. 





New All-British Calculator 


A? this issue goes to press notification 
. comes. to hand of a new all-British 
calculating. machine that is now available. 
In next month's Business details of this 
machine and some examples of its per- 
formance will be given. 

In the meantime it can be mentioned 
that this machine is claimed to be the 
lightest and simplest of all these types of 


calculators, It is non-electric: results 
appear in a single continuous panel: 
faultily operated keys remain half-de- 


pressed and are thus readily detected, and 
there. are other interesting features; that 


will. be described. next 













continued from page 14. 


"stising, 


should be . directed solely 
through the women's pages of the 


national newspapers, and the women's 
magazines. 

“At the same time.a direct mail 
campaign is being considered having 
for its object a specialised approach to 
dentists and the medical profession 
generally. 

This approach should not meet with 
the difficulties frequently encountered 
because Chemical Research Productions 
Ltd. evolve their formulae actually in 
consultation with leading members of 
the medical profession so that C.R.P. 

(^ products are, in effect, professionally 
~~ approved before they are marketed. 


--. Direct Mail Servi ing as Preliminary 
Distribution Plan 


Distribution, at the 
direct mail only, conducted. from the 
headquarters of the manufacturers. 
This was arranged because present 
conditions made extremely difficult any 

; mation-wide scheme to put out a new 
“product through the usual wholesale 
«and retail channels. Direct mail is 
therefore being employed to get the 
public used to the product and to start 
them enquiring for it at their usual 
chemists. After a while it is considered 
that chemist retailers throughout the 
stry- will have thus heard about 
trodent and- consequently. will be 
aware of a public demand for it. When 
later, through a sales.campaign, the line 
is offered to them they will more 
readily respond than they would have 
done previously to a. "cold canvass.” 
The direct mail method of distribu- 
‘tion. also favours the "initial letters" 
idea because, when placing their orders 
by post, purchasers simply state what 
initials they want and these are then 
included in the package dispatched 
through the post by the manufacturers. 


moment, is by 









Package Compromise is Powerful 
Influence In Favour 


In the matter of packing the product 
the manufacturers of Lustrodent have 


displayed considerable ingenuity in 
.;Side-stepping the difficulties imposed by 
"he. war. 








or example, Lustrodent works as a 
liquid. To sell it as a liquid, however, 
would. involve packing in. bottles. 
Bottles just now are both difficult to 
obtain and expensive. To insist, there- 
"fore; ‘on this form of container would 
necessarily. raise the selling price 
beyond the popular shilling which is 
the amount fixed for a unit. 

The product is therefore being 
marketed in powder form, the user 
being instructed to find her own bottles 
and to add the necessary water 
according to directions. 

This form of compromise is not 
apologetically offered but is boosted as 
a virtue. It is, .quite genuinely, an 
economy in the National interest. Users 
are appreciating this- point of view. 


¥ 









£i 
And, with children at any rate, 
additional interest is creafed by the 
fact that their own bottle of the 


product must be specially made up for 


them. Then, with their own initials 
affixed, ownership becomes  doubly 
secure! Little points like this that 


arouse the extra interest of kiddies are 
of value since, thpough the children, a 
stronger link with the wider aspect of 
the family market is secured. 

Besides achieving economy this 
method of packing the product in 
powder instead of liquid form makes 
possible yet another advantageous 
selling point. 

Two separate packages of the 
product are contained in each shilling 
sales unit. Each package contains 


Post-War Effect of Advertising 
Will be a Life-Saver for Many Firms 


Says J. F. A. PORTER 
Director, Saward Baker & Co, Lid. 





NE thing is certain: unless the 
war entails sacrifices exceeding 
anything yet envisaged, there 
will always be legitimate opportunities 
for some manufacturers to expand sales 
by means of advertising. 

“As for the other manufacturers, the 
fact that they may not be able to carry 
on as usual increases their need to 
advertise, in order to secure their post- 
war position. 

"It is slip-shod to say that such 
advertising is merely to keep one's 
name before the public. Its purpose is 
more vital than that. /t is advertising 
to keep alive in the public an old 
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WANTED: More Low-Price Units 


There is Real Need to go into this matter. The demand will be greater, 


than ever in this coming Winter. 


ANUFACTURERS preparing 
now for winter trade will do well 
to bear in mind this important 
point: there is a greatly increased 
demand for small-price units in a wide 
range of commodities. 
Decreased incomes, taxation and 
increased cost of so many things is 
responsible for this. 


Even Now, Shops Still Short 


Indications last winter showed a 
vastly greater demand for 2d., 3d., and 
4d. units of chocolate and other con- 
fectionery. In fact retailers in 
industrial areas throughout the country 
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claim a packet. And thi 
be increased hy the desi 
by the personal initials i 
member of the family to ! 
own supply. Thus, the 
sumption of the produ 
double what it would be 
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package. 

As a-final but importan: point it: 
be mentioned that this 
is to establish on the 
level the reputation o 
Lustrodent, a produer oi 
careful research, is there fo 
a guarantee ot money uu 
to any user 
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People also want lew-pric 
such things as cosmetics, | 
shaving cream, 
on. 
great ponali tions of office 
workers report that si 
budget far greater num 
are buying small quantit 
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FIRM'S greatest asset is the brains 
and skill o£ the key men of its staff. 
|^ Money, machinery, buildings : these 
can all be found and put to work at 
time if the need arises; but men 
edifferent. It takes a long time, often 
many years, to find the right man and 
fit him to carry heavy responsibilities. 
Lord Perry, head of the Ford Motor 
ganisation on this side of the Atlantic, 
rote an article entitled “Men are 
e important than machines." The 
rticle was published some time ago 
but it laid great stress on the fact that 
nagement's major concern in modern 
business is with personnel. 

“lf that was so in peace time, in war 
e case has still greater significance on 
vccount of the inroads on man-power 
made by the demands of the fighting 

rvices. 


Two Important Aspects of The 
Staff Problem 


‘To the executives of business the 
problem presents two 
: a short term and a long term 
i The former is associated 
ith. the commencement of a business 
ft department, or with periods of 
ceptional depression or prosperity. 
he. present acute disturbance of 
usiness by the war brings this aspect 
into strong prominence. 

* But while the labour market, even in 

war time, can always provide unskilled 

and semi-skilled labour according to 
need the long term problem cannot be 
iet in this way. 

The long term problem involves the 

her grade employee... The. business 

that requires these higher calibre men 
must appoint, carefully train and then 
retain them for the key positions in the 

‘office, the factory or on the road. It 

an appoint them by selection when the 

best candidates are available rather 

‘than when immediate needs call. It can 

irain them by a carefully planned 

ystem under the right teachers, but it 

(can retain them only by a close identifi- 

ation of the business with their 

re and security. 

ndustry demands that with key men 

here shall be a considerable measure 

permanency. For this there must be 
omplete understanding and goodwill 
5n both sides, and adequate arrange- 
nts to tide over periods of difficulty. 
ince the best of men are concerned 
not merely for themselves, but also for 
their dependants, it follows that per- 

: anency in occupation implies a moral 

p. sponsibility for dependants as well as 

: "a vital interest in the constant well- 

i “being of the staff. 

EL i The present vogue of speed: in 
transport, in work and in play is 
productive of accidents on a scale 
which has so far defied all efforts to 
eliminate them and also outpaced all 
efforts to alleviate the injury and 


. . : while at the same time relieving the firm 


of financial responsibility for their welfare and 


security in cases of accident 


By T. W: 0. COLEMAN, B.Com., F.C.LI. 


distress thereby caused. So it comes 
with a tragic frequency that the key 
man is struck down for a shorter or a 
longer period, or that death by accident 
cuts short a career of promise. The 
State by legislation has provided for 
the lower paid worker, but the same 
provision is inadequate for the better 
paid skilled worker. For the key men 
of the office, the factory, or road staff 
voluntary provision has to suffice. 


Little imagination is needed to see 
that the best servant of the business 
is he who to his own family is the 
best—-who. makes some provision for 
the future by house-purchase and who 
seeks to give his children the best of 
education. When ill-luck comes his 
way in the guise of an injury his whole 
world becomes black. With income 
ceasing, or with an absence of any 
certainty as to the patience of his 
employer, his expenses go on or 
increase, while anxiety daily retards his 
recovery and saps his strength. If 
death ensues his widow is left to face 
an unknown world, or must throw 
herself on the charity of the employer. 
So in only a slightly less degree is it 
with the skilled employee: the pay- 
ments by way of Workmen’s Compen- 
sation fall far short of the budget on 
which the family arrangements are 
made, and will continue to do so, not- 
withstanding the increases under the 
Bill now before Parliament. 


The solution to this problem-—giving 
to the firm freedom from appeals for 
help; linking more closely firm and staff 
or skilled employees; giving to the 
employee a security which so often 
means accelerated recovery, or a sel- 
respect which counts—is to be found 
in Group Accident Insurance. By this 
means payment can be secured to 


Executives who would like to 


have more particulars of Group 


Accident Insurance please 
address requests to the Editor 
who will forward them to the 


Insurance Company concerned 





dependants in the event of death by 
accident, to the employee for loss of 
sight or limbs, and to him also in the 
event of total disablement. 

A typical scheme provides three 
years’ salary for death, and compen- 
sation for disablement up to twelve 
months, with an annuity for permanent 
disablement. 


Feature of This Scheme is 
Its Adaptability 


Simplicity, security and adaptability 
are features of the scheme, which is 
suitable alike for earners of £230 or of 
£2,500 per annum, and which can be 
extended to include non-occupational 
accidents, sometimes by means of con- 
tributions from employees. The 
moderate cost is rendered still lower 
during the present period of high 
Income Tax. 

Naturally, every firm has its own 
particular needs. Any Group Accident 
scheme, to achieve its object, must 
therefore avoid all rigidity and must be 
adaptable to meet a wide range of 
needs. : 

One of the oldest Insurance Offices 
which ‘specialises in Group Accident 
cover for business firms emphasises this 
adaptability of their Group schemes to 
meet the individual needs of almost any 
business firm, no matter whether the 
personnel numbers twenty or twenty 
thousand. 


There’s Everything to Gain by 
Seeking this Advice 


Unfortunately it still happens too 
frequently that firms hesitate to seek 
the advice of a competent Insurance 
authority or to approach an Insurance 
Company direct. They feel that the 
advice may not be disinterested. 

There are no grounds whatever for 
this point of view. By hesitancy there 
is, in fact, a risk of remaining unin- 
formed about many valuable facilities 
and services that are available from a 
reputable Insurance Company today. 

Of all the matters that might come 
under this head, however, none is more 
important at this moment than that of 
the Group Accident cover just referred 
to because a scheme of this kind 
directly relieves the management of the 
heavy burden of responsibility that may . 
at any moment fall upon it through the 
disability or death of a key employee. 
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Vital Records Must First Be Made "Safe" 
. « . But How FAST Can You Do It? 


F and when real emergency arises When a Raid Warning sounds it is unfair to staff to expect them 


your office staff will have to "jump 

to it." They will have to stop work 
and clear off into the A.R.P. trenches 
and dugouts. But before they go they 
must see that the vital irreplaceable 
records of the business are left as 
"safe" as possible. That is, selected 
employees must put these records away 
where they will be secure against 
incendiary bombs, fire, water, smoke, 
falling girders and masonry—and may- 
be all but the worst direct action of 
high explosive itself. 


The Drill-book Programme May 


Go Awry 


Most staffs have been fairly well 
drilled in these movements and duties. 
But dril is one thing, and stark 
emergency is another. Any old-timer 
of the last war, or any young one of 
this war for that matter—if he's been 
to an active front—will confirm that 
when the “real stuff” threatens, a 
pretty severe strain is put on drill-book 
methods. ‘The primitive urge to self- 
preservation is much more likely to 
take charge of every individual. 

The business executive must think 
about this because it concerns him very 
closely. To him, the responsible head 
or proprietor of the firm, those records 
are the very life blood of business 
existence. But to the average employee 
they have nothing like this significance. 
If it comes to a choice between saving 
himself and saving business records the 
average employee, however well drilled, 
will certainly not hesitate to decide in 
his own favour. 

If therefore, the co-operation of 
employees in safeguarding vital records 
is to be fairly expected the plans for 
achieving this safetly must be simple 
as well as effective. They must be 
simple because of this inevitable surge 
of the primitive instinct in human 
beings to forget previous training and 
to “run for it” when personal danger 
becomes serious. 

In the past few months I have seen 
some admirable A.R.P. drills. I have 
seen big offices marshall their staffs in 
parade ground order. I have watched 
valuable ledgers carried off by their 
appointed guardians and tucked neatly 
into safes located at various distances 
up to about a quarter of a mile. I have 
seen record cards, correspondence, and 
all sorts of things gathered up by well 
rehearsed performers and put into safe 
custody, 


to delay their escape to the shelters by having first to spend precious 


time carrying business records long distances to safety 





Above: ‘Protection at the Point 
of Operation,’ that is the object 
of these certified Fire-Safe 
Cabinets for company books 
and other vital records which 
can thus be stowed safely in a 
few seconds and staff enabled 
to make a quick get-away to 
the Shelters. 


Right: This type of file, for 
correspondence, etc., gives cer- 
tifled protection against fire, 
impact, fall, water, smoke. In 
emergency ii is only necessary 
to slam the drawers: they are 
self-locking. The file shown 
here went through a two-day 
fire, yet the contemts were 
preserved intact. 


Writes C. G. BENNETT 


It was all very fir 
Naturally so; the pe: 
these evolutions wer« 
book style to satisfy 
vation of assemble 
officials. They wer: 
a show. They were 
the driving, surging 
that so paralyses bali 

| don't for one mor 


all the men and women, bi 


in the offices in. Brit 
directly a little diver 
enemy air raid occurs 
however, that in real 
great number of inexperi 
are liable to over-excit 
thus very prone to forgi 
drill-book precision 

lf he really “gets 








‘ASSETS 
to ASHES’ 


Do not let that 
be YOUR 


experience! 


4 Ledger records are among the most vital of all assets of a business. The 


E. Safe-Ledger Tray brings the security of the strongroom right to the working 
desk. To make all safe the accounting machine operator has only to rip out 
of the machine the sheet she is working on, toss it into the safe-tray, lift 
the balance-weighted top and slam it home: it is self-locking. In a matter 
of seconds only she can thus take her place in the march out to safety. 








~~ average employee isn't likely to care a 
; damn about a few ledger sheets or 
T hire-purchase records. At least, he's 
not going to stay behind and go 
© - through a rigmarole of carrying loads 
~ of stuff around the office. I have seen 
= drils where employees are even 
: expected to carry books and things to 
» Safety along corridors and down 
7 several floors to other parts of the 
~~ building. 
n I should like to observe the same 
performance carried out when hostile 
aircraft are actually approaching and 
_ the nearby A.A. batteries have opened 
— - up their pandemonium! 
in. When realising that vital business 
© records must be safeguarded the 
business man must also think about this 
frailty of human nature. He must get 
; to understand the fact that when his 
= records need protecting in real earnest 
-and not in fun his carefully prepared 
training may fall a long way short of 
schedule. 
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‘This is The Logical, Simple Form 
Of Protection 


" If the proper equipment is provided 
i itis a perfectly easy matter to ensure 
the safety of all valuable and irreplace- 
able documents without in any way 
* making undue call on the minds and 
physical energy of the staff in a crisis. 
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If executives will observe the rule: 
á “provide the protection at the point of 
A operation,” the problem solves itself. 
, In the average office what are the 


vital things that must be protected if 
the business is to be preserved as an 
entity? One could say they comprise 
company books, contracts, ledgers, un- 
posted invoices, H.P. agreements, 
customer records, sales records, 
National Health insurance cards, and 
a good deal of the correspondence. The 
list varies of course in different lines 
of business. 

Take the first item, company books. 
In scores òf firms the “home” of these 
books is in some basement strongroom, 
possibly half a dozen floors distant 
from the point at which they are 
worked upon. 

These books, and things like con- 
tracts, insurance policies and so on, 
don't need to be man-handled into 
obscure parts of the building in order 
to be saved. They can be given full 
protection. right within the company 
secretary’s office—or wherever it is 
they are usually worked upon. 

There are modern light-weight safes 
designed especially for this point-of- 
operation protection. These safes are 
to the old-fashioned strongroom what 
the light sheets of present-day armour 
plate are to the ponderoug metal of the 
old ironclads, 


Modern safes are scientific com- 
binations of armour-steel and heat- 
insulation. 


Take, for example, a fire that occurred 
at a Leeds firm in January of this year. 
In the office was one of these safes I 
refer to. For hours the fire swirled 
round it. Its combination lock was 
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burnt off. And a temperature of at — ^ 
least 1,700 degrees F. is needed to do 
that. 

After the ordeal the safe was finally 
opened with the aid of special tools 
and there were the firm’s books and 
things perfectly preserved. Within a 
few hours the accountant had produced 
his statement of loss based on the stock 
records preserved intact by safe. 

Well, that’s an ordinary case. There 
are plenty of others where, in addition 
to withstanding nearly two thousand 
degrees of heat for a very consider- 
able time, these safes also stand up 
to a crash through five floors to the 
basement, or the avalanche of steel 
girders and masonry that fall on them 
from above. 


Such conditions are pretty well the 
same as would happen in a serious air 
raid. 


Your Records May Be Subjected 
To This! 


But to reproduce air raid conditions 
more realistically a safe-file (as distinct 
from a "safe," but built on the same 
scientific principle) was recently 
subjected to an incendiary bomb test. 
The bomb was dropped from a height 
of nearly thirty feet on to the top of 
the file where it lay and burned to 
extinction for 13 minutes. 


Now the temperature created by this 
combustion was not 2,000 degrees but 
4,500 degrees F. Inside the file was a 
drawer full of correspondence fled in 
the ordinary way. What happened to 
it? 

When the drawer was opened the 
papers were not even warm! The only 
change had been a rise in temperature 
of 10 degrees inside the cabinet on the 
spot just below where the bomb had > 
burned. A thermometer placed within 
had recorded this. 

These safes and  safe-fles are 
designed, not to be tucked away in 
basements, but to stand actually where 
work is being carried ont so that, in 
case of emergency, it is a matter of 
seconds only for the staff to move 
barely a few paces to sling the records 
inside, slam the self-locking doors or 
drawers, and walk out. 


In the case of all-important ledger 
cards or sheets the Safe Ledger Tray 
gives, in addition to this same complete 
protection, a special element of speed. 
The Safe Ledger Tray is mobile, as 
the picture shows. It stands right to 
the hand of the book-keeping machine 
operator. Except for a minute or two 
when each single sheet is in the 
machine the remainder of the sheets 
stay within the Safe Tray. When the 
machine operator answers the raid 
warning all she has to do is to rip out 
the single sheet she is working on, drop 
it into the waiting tray, and pull up 
the counter-weighted lid that clicks 
home in a flash. The whole movement 
is automatic: she can walk out and 
incendiary bombs can rain around the 


o the 


That is what is meant by protection 
at the point of operation. 

There are safe cabinets, files and 
drawers for every sort of valuable 
record and all are placeable where 
employees can use them in a split- 
second of automatic movement. 


—As a fin 
that not only g : 
business to neglect simplifying in this 
way the routine of protecting irre- 
placeable records but it is unfair to 
staff to expect them to jeopđrdise their 
own safety by having to undertake 
laborious clearance work before they 
march away to take cover. 


It's BUNK to Think the Value of 
Good Lighting is Over-rated 


Says LEWIS EAST 


of Lewis East & Co., Envelope Manufacturers, Leicester 


TEW appliances and methods, how- 
ever good, rarely receive universal 
acceptance. There are always 

people who seem to concern themselves 

. more with avoiding the new thing than 
with seeking it out and investigating it 
thoroughly. 

Then of course there are those who 
genuinely believe that the.new thing 
cannot interést them, at the moment. 
They believe that their present equip- 
ment is as good as can reasonably be 
expected, and anyway they are too busy 
to go into the matter. à 

Last month we published details of 
a revolutionary system of lighting 
offices and factories, a system that 
offers great advantages in both light- 
efficiency and costs-economy. 


These Are The Six ‘Alibis’ 
We Offered 


From those of our readers who 
believed that they could not utilise such 
a system we wanted to collect the 
reasons for their belief. We therefore 
included in the text of our article a list 
of six of the factors most commonly 
put up as reasons for not being able to 
consider a new appliance or method. 
Readers were asked to put a_ tick 
against any of the reasons which they 
held. We needed this information so 
that further helpful facts and figures in 
regard to this lighting system could be 
compiled, 

Many replies came in response to our 
request, but not all the replies were of 
a negative nature. One of them was 
indeed so vigorously the opposite that 
we publish it here. It constitutes a 
first class example of progressive 
management outlook. It is in fact the 
same progressive outlook that founded 
the business of East and Company 
right at the depth of the slump ten 
years ago and which successfully built 
it up at that time when business mort- 
alities were the highest ever known in 
this country. ' 

Here, then, is the list of ‘reasons’ 

which readers were asked to tick, if 


they applied :— 


I; Volume oi Business just now does 
not justify expense of installation. 


2. Too busy to have present lighting 


interfered with, 

3. Too uncertain about the future, 

4. Present Lighting has brought no 
complaints from staff. 


5. Value of good lighting is over- 
rated, 

6. Money tied up in machinery and 
materials: none available for improve- 
ments in lighting. 


Among Others, These Six 
Responses Were Outstanding 


. & 
And here are the answers sent in by 
Mr. Lewis East :— 


1. Businesses that do not install modern 
methods will one day not have enough 
business to justify them. 


2. Businesses that are too busy to im- 
prove lighting now may not be long before 
they have no business to light. 


3. Uncertainty about the future is a 
problem always with us, but the future 
is made more uncertain bv lack of fore- 
sight and inefficiency. 


4. Staff is not likely to complain if 
lighting is reasonably good, it is the 
function of management to improve 
lighting or any other method without 
waiting for complaints. 


5. Bunk. 


6. If the improvement is an economic 
proposition then this excuse too is 
ridiculous. 


Mr. East goes on to maintain: "Any 
machine or method which is 5 per cent. 
inefficient is a constant 5 per cent. tax on 
business. We bnce knew a man who had 
five hand fed platens producing about 
3,500 impressions per hour from the 
five, and who refused to install an 
automatic printing machine printing 
4,000 per hour per machine, because the 
old machines had been written off his 
balance sheet and he argued they now 
cost him nothing! Our retort was that 










































READERS 
Please Note 


When you write to us 
for advice or information 
will you please enclose a - 
stamped addressed enve 
lope (not a loose stamp) 

for our reply. 


Our daily in-coming mail is 
a large one and a great pro- 
portion of it consists 4 
these requests for advice on- 
problems of all phases of. 
management, for information 
about business appliances, for 
names of manufacturers and: 
suppliers of equipment mem 
tioned in our articles, an 

so on. 


Our Service in regard to 
these matters is of course 
free. in the past some ol 
our enquirers have consider- 
ately helped to meet the co 
of our heavy corresponden 
by enclosing a prepaid env 
lope for our repiy. The bt 
of this expense, however, w 
ourselves have always carried 


Now that the postage 
rate has been so muc 
increased we must a 
| our readers hencefo 
to enclose a stamp 
addressed envelope w 
all enquiries implied . 
the subjects mentio 
above. In future we ca 
not guarantee to answe 
questions that are not s 

accompanied. 


presumably he walked 
because he had paid for hi: 
therefore saw no reason why he 
spend money on bus fares. 
"Only those businesses 
grasp every opportunity 
investigating ‘new fanglec 
survive the war and its af 
built this business in a depr 
are planning now to meet the ` 
future’ peace time conditions. 
already have well im 
promotion plans that 
operation on Armistice Day 19 
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LARGE number of businesses, 
m marketing a wide range of 
eg products, find it essential to obtain 





"a rapid daily analysis of orders by 
~ commodities for the guidance of the 
— sales manager and the persons respons- 
~ ible for the control of production, 
stocks and dispatch. 

Many analysis systems in use today 
- necessitate the transcription of the 
= information on the order form to inter- 
mediate documents which are subse- 
~~. quently sorted and totalled, the totals 
being posted to the appropriate records. 
These intermediate documents naturally 
involve the use of large quantities of 
paper or cards. 
























Makes Possible the Maximum 
Paper Economy 


: The present urgent national need 
— for the conservation of paper of every 
o draws attention to the Summary 
Board which, in conjunction with an 
adding machine, offers a simple, in- 
expensive and efficient analysis system 
— —and at the same time reduces paper 
consumption to the absolute minimum. 
. The secret of this system is that the 
xustomer automatically does the sorting 
«when he writes the original order, thus 
entirely eliminating the need for 
intermediate forms. 
— The order is the one business 
document, above all others, which is 
ifidispensable. Even if a customer 
telephones an order, it must subse- 
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Fig. 3. The Summary Board. 
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Speeds-up Results, Minimises Costs 





Fig. 1 (above) Summary Board Analysis, in con- 
junction with the Non-listing Adding-Calculator 


Fig, 2 (left) The Adding-Listing Machine designed 
to add individual items without printing them but 
which will print the total by depression of one key 


quently be written down and recorded 
somewhere. With a little study and 
ingenuity a standard pre-printed order 
form, on which each commodity 
appears in a constant position, can be 
designed for most businesses. By 
arrangement with customers, travellers 
and telephone operators, all orders are 
entered on this standard form. 

\ series of holes along the top 
enables the orders to be quickly secured 
m position on the Summary Board 
(Fig 3), so that only the amounts 
(quantities or values) on each order 
form are seen—and the amounts on all 
order forms for any one commodity are 
in exact horizontal alignment. Thus, 
with the assistance of the sliding cross 
bar the amounts sold of any one com- 
modity are quickly totalled and entered 
on a master sheet. 


Elimination of Copying is Safe- 
guard Against Errors 


The advantages of this system—to 
the customer, the traveller and the 
supplier—are obvious. Instead of 
laboriously writing out the details of 
the order the customer or the traveller 
has only to enter the required quantity 
of each line. Furthermore, the fact 
that all lines are listed on the order 
form ensures that no items are over- 
looked; in normal times this point 
probably proves an important factor in 
sales development. 

From the supplier’s point of view, 





We always post early now- 





THANKS TO EDIPHONE VOICE-WRITING ” 


Letters out in 20% to 50% less time! That's the Ediphone! Think what this extra 
‘speed means in these days of curtailed business hours and short-handed staffs, But 
this saving of precious office time is only half the story. With the Ediphone even 
juniors can help in peak periods because they can accurately transcribe and type 
at their own speed from Ediphone dictation. As for the executive, he at once 
becomes independent of a shorthand writer. Memos, notes, instructions can be 
recorded at his own convenience. It's as easy as telephoning. ‘‘Say it to the 
Ediphone” is the simplest and quickest way of overcoming present conditions. 
Many prominent organisations today are thankful for the time-saving ability of 
Ediphone Voice-Writing, 















Write for full particulars 












or FREE DEMONSTRATION For r 
at your desk. No obligation. : 
(Phone: HOLborn 9988). conver 
Room 
THOMAS A. EDISON Ltd. , , 
Victoria House, Minutes 
Southampton Row, Meetings 
London, W.C.1. ise ti 
Branches and Dealers in all TELEDIP! 






principal cities. 


SAVES YOU AN HOUR ÉV A DAY 
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frst advantage is that the analysis 
ried out directly from the figures 
riginally written by the customer or 
raveller on the order form. As there 
no transcription of these figures 
ere i$ no possibility. of errors in 

^. and this is an important 
tion in these days when, in 
any businesses, the standard of 
fe ical labour is not so high as the 
nanagement would normally insist 


The elimination of intermediate 
ocüments means that the figures are 
with the greatest possible 
and that the cost of labour and 
aper are thereby saved. The analysis 
self is simplified down to the record- 
ng-of totals, Here again, paper is 
ved. because the many items which go 
o make up the totals, and which 
tate against the efficient use of any 
lysis, are not recorded at ail. 

1° .t00 many instances analyses 
ned at considerable expense are 
ntly usec are not used at 
ely because of the psycholog- 








t.of masses of figures. This 
gives only the figures that 


the final totals. 


yles of Machines Specially 
Designed ; 





The development of the use of the 
“Summary Board for obtaining analysis 
has run parallel with the development 
new styles of adding machines that 
particularly suitable for use with 
his method. 

For some years past, non-listing 
idding machines have been used, the 
tal of each line being written on the 
aster sheet by pen or pencil. It has 
en the usual. practice subsequently to 
ast the vertical columns and to check 
he sum of all the vertical column totals 
igainst. the sum of the horizontal 
commodity totals. 

è necessity for separate casts of 
he horizontal and vertical totals was 
Jiminated by. the introduction of the 
arroughs duplex ron-listing adding- 
calculator (Fig 1), which automatically 
accumulates totals to arrive at a grand 
total. 
Another development of the same 
machi € was the incorporation of the 
direct.subtraction feature. "This facil- 
tates. production of net totals from 


The loose-leaf binder has been proved to be one of the most satisfactory methods of 
filing analysis summaries. 


"Eliminating 
position of figures in 
recording the totals; 

Producing neater and more legible 
summaries for presentation to 
executives. 


This Short-Cut Adding Method 


Saves Time 





reading and 





As a result of these experiments an 
adding-listing machine was designed 
(Fig. 2), which would add the individ- 
ual items without printing them, but 
would print the total by the mere 
depression of a single key. E. 





























































plus and minus amounts as, for It was discov ered that the use of the 

example, in the case of sales and Burroughs short-cut method of operat- 
TETAS. ing the listing machine, plus the fact 
More’ dedentiy. interesting experi: that the time taken for recording the 2 

g . : totals was considerably reduced, 

ments have been carried out by the actually enabled the Summary Board 


Burroughs Adding Machine Company 
with the object of: 
Reducing the time 


analysis to be completed more rapidly 
than on the non-listing machine. 
As with the non-listing machine, this 


required for 


TRAVELLERS’ DAILY SUMMARY. 


TOBACCO. 
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John Player & Sons, Nottingham, Branch of the Imperial Tobacco Company (of Great Britain and Jrelani; 
Limited, are one of the largest users of summary board analysis in conjunction with Burroughs Machines. 
Their pre-printed order form, illustrated above, is filled in by the retailer and becomes the sales analysis 

medium immediately on arrival at thé Pyas Offices 
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‘the ALL-BRITISH ~ 


Eb ba) DPE 
CALCULATOR 


the first time in any machine, and the Here is an entirely new machine embodying 


keyboard conforms to standard design 


as universally accepted by Business six definite advantages- ie worthy product of 


Houses and Banks. 


ERROR DETECTION British brains, British capital and British 


Faultily operated keys remain hålf 


depressed. "The operator knows exactly labour. 


where the mistake has been made. 
ERROR RECTIFICATION 





Becomes automatie without cancellation, It is designed to facilitate every calculatin 
permits speedier operation because of . . 
continuous calculation. problem, and is the simplest, lightest ane 
Is smooth and pha een created most efficient of all calculating machines 
to be “th h th ator likes.” ; h . 

C CREBULTS n Years of painstaking research and experiment 


These are shown in a continuous panel g ; 
rent abet ate ise dius M E o have resulted in a modern-as- the-minute 
may then be read off as in one aperture, . H ^4 ^ 
-O0MPAOTNESS A PORTABILITY machine, ready to cope with every calculatior 
A ge mt ping eon oie requirement of the business worl d. 

of desk space, No electrical leads. 

Weight 16) lbs, height 231," depti 


I 


101,” width 13 * Write for further details to-day of the various 


KEYS . 
For the first time on any Machine the models available — you have need of 


figures on the keys are solid right 


through. No irritating obliteration of SUMLOCK in your organisation. 


figures through constant use. 


THE LONDON COMPUTATOR CORPORATION. LIMITED 


39, ST. JAMES'S STREET, LONDON, S. W. 


Telephone : Regent 1532 















tained by these means have been the 
bject of much study, and it has been 






AST winter was a bad one, not 

aonly because it reproduced the arctic 
more realistically than anything we 
in a century but also 
the epidemics that it 
ght along. Business staffs were 
mated. 
Flu (that in many cases led to 
1eumonia), “German” measles, 
asles itself, colds—and particularly 
iat form of tracheitis which left its 
im with a deep and persistent cough 
a! these were rife. 


The Trouble is Due Mainly to 
Stopped-up Ventilation 
























































“Lowered resistance due to the very 
ad weather favoured the onset of 
thése ills, but their wide distribution 
‘as enormously assisted by the black- 
; which prevented proper ventilation 
f offices and. factories. 

Summer is on its way—but the black- 
üt remains and scores of thousands of 
fice and factory staffs will be working 
time during blackout hours. 

And unfortunately there will be 
demics, too, for these illnesses are 
no means confined to the winter. 
fanagements therefore are still con- 
nted with a great problem, com- 
licated by the fact that the germs of 
nfluenza, colds, etc. are air-borne. 
hen people congregate indoors 
“atmosphere which cannot be 
more than 10 times an hour, 
ezing or coughing person will 
tain a state of high infectiveness 
1 the room. In certain conditions, e.g. 
va building where the air is filtered 
nd re-circulated, such an infector may 
spread germs throughout an entire 
block of offices. This is because the 
ir-borne germs of "flu, colds, etc. are 
ter-passing and are therefore not 
cluded. 

‘Professor W. F. Wells* compares the 
roblem with the epidemics of cholera, 
‘typhoid and other water-borne diseases 
that were rife in Britain even within 
living memory. We. caught those 
diseases, he says bluntly, by drinking 
each other's sewage! - 


"AS scientist working at i ‘the .. Pennsylvania 
jersi Taboratory for the study of air-borne 


ethods of filing analysis summaries. presents opportunities 
vital 
maximum ef speed and accuracy and 
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Here is a Simple Yet Inexpensive Way to Combat Infection 


Effective Against 90% of Air-borne Infectious Maladies 


In the same way, we catch these air- 
borne diseases by breathing each 
other's sneezes, coughs, and infected 
breaths. And air-borne bacteria cause 
the most common as well as the most 
deadly diseases : colds, influenza, tuber- 
culosis, diphtheria, measles, scarlet 
fever, whooping cough, meningitis, 
encephalitis. Even pheumonic plague 
can be spread in this fashion. 

Somewhere about 90 per cent. of all 
illnesses are caused by these germs! 

Testing different ways of killing air- 
borne bacteria Professor Wells found 
the only method which gave successful 
results was irradiation of the air with 
short-waved ultra-violet rays, as 
generated by quartz mercury discharge 
tubes specially made for this purpose. 

A percentage of germs can be killed, 
he says, by other means, e.g. by spray- 
ing disintectants, but none of these 
methods is 100% effective, and all have 
drawbacks. Disinfectants, for example, 
cause irritation of the throat and 
lungs. 


This Apparatus Attacks and 
Destroys The Germs 


Irradiating the air with ultra-violet 
rays on the other hand is found both 
to kill all germs within range and. also 
to keep the air free of bacteria. This 
latter is essential, because in. an 
occupied room fresh germs are con- 
stantly being spread by the occupants. 

Professor Wells’ work has received 
medical and scientific acceptance and 
Sanitary Air Lamps, as this new 
apparatus is named, are rapidly being 
installed in hospitals. 

In Britain the lamps eare made at 
Slough by a well known company. The 
standard equipment, known as the 
“Sanitizer Major,” consists of a special 
low-pressure mercury discharge tube 10 
inches long, a transformer, motor- 
driven up-draught fan, and impregnated 
filter. A single unit of this type will 
maintain the air free of germs for a 


radius up to 12ft. all round. In a large 





room a number of these units suspended. 
just above head level, distributed like 
individual lighting fixtures so as to 
cover the space, will maintain the air 
iree of germs. 


Special Model for Small Offices 


and Rooms 


The ultra-violet rays of course act 
directly only above eye-level, but the 
circulation of the air promoted by the 
fan gives good air sanitation below as 
well as above this level. The makers 
also produce a smaller unit, the "San- 
itizer Minor," for use in rooms or 
cubicles not over 10ft. square. This. 
little unit consists of an inverted bowl- 
shaped casing about 6 inches across, 
with the quartz discharge tube above 
and the transformer below. A plug- 
adaptor makes it easy to operate on any 
A.C. mains in the 200—260 volt range. 
The total load amounts to. only. | 
watts. A bracket fitment: is. supp! 
so that it can be mounted’ on thew: 
hung over a picture rail, or mount 
inside the bowl of an indirect lightit 
fitment. CS 

Not all business men are normally 
germ-conscious to the extent that the. 
thought of air-borne infections disturbs. 
their minds, but apart from their action 
in this direction the Sanitizers also 
keep the air ionized, give it a refresh- 
ing "tang," and prevent mustiness or. 
stagnation, which may mean all the | 
difference between finishing a day's: 
work fresh instead of leaving the office 
with a splitting headache. 


Time Now To Think About the 
Coming Winter 




















It is valuable to know, therefore, that: 
these Air Sanitizers provide an effec- ^. 
tive weapon against 90 per cent. of ihe ^. 
infectious illnesses that play such 
havoc among business executives and. 
staff, especially in these times when: 
difficulties in every other quarter ‘are 
already exceptionally severe. 















them before they can lodge in your throat and incapacitate you. 
án your office, factory, home. Send a postcard or use the coupon, 


de — ee 





SAVE AND 


BALE 


ALL YOUR 
WASTE PAPER, CARD, ETC. 


* 












One Machine does the work of Two 


Continuous Form Billing in addition to regular typing | 







Your typewriter actually does the work of two machines 
when used with “Fanfold’ Continuous Form Adapter, 
because the many time and money-saving methods of the 
Continuous Form Billing Machine are added to all the 
ndvantages of regular typing. 






THE 
COMPACTUM 










"Fanfold" Continuous Forms typed over our Attachment 
effect, savings in Billing time and costs, ranging from 17%, 
to 78%, without affecting the operation of the typewriter 
for regular correspondence and other purposes. 


The most popular 
Baler offered. 8000 
already in daily use. 
Makes Bale 14in x 
18in x 30in. Weight 
approx, 75 Ibs. 








"Fanfold" Adapter places no strain whatever upon the 
typewriter carriage; because of the very simplicity of con- 
struction and operation there is nothing to get out of 
order, 









anfoj, 


TRADE mann 


NORTH CIRCULAR ROAD, LONDON, N.W.2 


Telephone : GLAdstone 5477 (3 lines) 





THE NEW 
SERIES No. | 






timber —stee! rein- 









Heavy 





forced for paper, card boxes 








Press 





materials. 





and heavier 





weighs 350 Ibs. Makes Bale 


Why breathe 





110-190 Ibs. 


infected 
air? 


THE NEW 
SERIES No, 2 







All Steel, double compression 
‘Flu, coughs and colds have been taking their toll in your office this 


year? No wonder! One person sneezing or coughing spreads enough germs 
to infect every inmate of a whole building, and the germs stay virulent 
for many hours, You can now install full protection against al! the air- 
borne germs, that spread colds, influenza, measles, scarlet fever, diphtheria, 
whooping cough, tuberculosis, meningitis, etc. 


The Hanovia AIR SANITIZER 


(Bactericidal Ultra-Violet Ray Lamp) 
instantly kills all germs within (he range of its ultra-violet rays— kills 


for rags, card, cardboard boxes, 









paper, swarfe, etc. Makes 









paper and card bale about 
200 Ibs. 







Learn how this new scientific development will provide sanitary air 





HUNTER 


"s" PENROSEL?? 
109 Farringdon Rd., London, 


TERminus 1661. E.C. | 


Made by HANOVIA LTD., SLOUGH 


The specialists in Ultra-violet ray equipment. ° 






TU 


COUPON To Hanovia Ltd., Slough. 


| 
| 
Please send me your free illustrated booklet, “Why Breathe | 
| 









Infected Air?” 


Name 






Address 





ve. 







We all like to see 
happy typists 


Happy and alert. typists are interested 
in their job. They are assets to their 
Jemployer—can you say. the same: about 
your typists? Or are they work weary? 
"Heres the way to banish that trouble. 
Invest in EVERTAUT steel office seat- 
ing. These chairs are scientifically. de- 
signed to give correct spinal support, 
thus. overcoming fatigue and ensuring 
full. concentration. Strongly built to 
stand up to years of hard wear, EVER- 
AUT steel office seating is a vital con- 
tribution to the health of employees. 

i Send for informative literature lo— 
'EVERTAUT Lid, Walsall Road, 
Perry Barr, Birmingham, 22. 














CProprictors: 
J. B. Brooks & Co. Lid.) 


r occupations, in all their recreations, and 
eir social and cultural relations. 


line written in the Pelman Course is 

y applicable to some aspeet of human life 
[conduet. The intention of every word in the 
š to make clear to men and women the 
ans by which they ean develop their powers 
fullest extent so that they can live more 
' and be more suecessful-—so that, on the 
hand, they wil make and use oecasions for 
v and advantage and, on the other hand, be 
ase in any company. Both conditions are 
ary to complete self-respect, and a full life. 





Half-fee 
of His 


ebnanists are not left to make the applica- 
themselves. An experienced and sympathetic 
al staff shows them, in exact. detail, how 
















irations, Thus every Pelman 
is an individual Course. Over and over 
arahe our correspondents say, in effect, "I feel 
that this Course was prepared for me, and me 
Substantially this is so, for the instrue- 
notes and letters of advice are entirely 
nal to the individual. ` 





"The: revised Course is fully explained in ‘The 
Science of Success." The Course is simple and 
interesting and takes up very little time. You can 
enrol on the most convenient terms. The book 
Wil be ‘sent you, gratis and post free, on 
Application today to;— 





Pelman Institute 
$ (Established over 40 vers) 
16; Pelman House, Bloomsbury St; London, W.C.1. 


4 En 





















Your Costs 


[^ OOL' screws are of particular 
interest to executives in the 
machine tool industries end to 

those production menein other branches 

ot engineering that demand screws of 

a similar high strength and fine finish 

and appearance. 

Apart from their strength or other 
quality, however, the outstanding 
feature of ‘tool’ screws is, as their 
name implies, that they are operated 
by means of a key, thereby obviating 
the many drawbacks of screwdriver or 
spanner. 


Engineering Screws Now: Demand 
the Utmost Strength 


The modern development of machine 

tools and of engineering production 
generally demand screws of far greater 
strength. and. efficiency than has 
previously been the rule in the manu- 
facture of such parts. Most first class 
makers realise this, yet even today one 
finds high-price machine tools, built to 
give scientific accuracy, but which are 
supplied with screws of most common 
quality. This is generally due to a 
buyer judging screws hy the competitive 
price per gross, without having any 
realisation of the significance of the 
screws in the machine. 
"Vit is in detail like this that most 
breakdowns of expensive plant occur— 
with the resultant disorganisation and 
loss in production. 

It is not unusual to see common M.S. 
rolled thread screws used to fixea rack. 
The serews stretch and become useless 
and the rack soon is loose. Common 
M.S. is useless for screws which have 








Of Production 


By JAMES NAYLOR, M.L.Mech.E. 


to take any load or which have to be 
constantly unscrewed or tightened, and 
a M.S. screw clamping down a cutting 
tool and of course sustaining a high 
compression load will compress the 
threads together like closing a concer- 
tina. This makes it impossible to 
extract the screw to renew it and in 
some cases results in scrapping an. 
expensive toolholder. 

A ‘tool’ screw of iin. diameter has. 
been found equal to a M.S. screw of 
7/l6in. diameter, from which will be 
appreciated what reduction in weight 
can be effected. The appearance, too; 
is neater: for example, thinner flanges 
and smaller diameter, but deeper bosses 
for holding down bolts. Cover plates, - 
ete. can have small, neat bosses and -y 
cap screws recessed into them, climin- 
ating the ugly hexagon heads of M.S. 
screws. Although the old slotted 
se Head was recessed its appear- 
ance was often bad as it could not be 
screwed up tightly many times before 
its slots were bruised by the screw- 
driver and it became jambed in the 
recess. : 

Detriments of bruises to heads and 
slots are partly overcome by case 
hardening, but to do this and to make 
a better finish to produce a satisfactory 
Screw is not an economical business. 
proposition. 

Furthermore, how many production 
men have been disgusted from time to 
time to find. that spanners will not fit 
a hexagon head or that a thread is 
either too tight or too loose in the hole. 

High tensile ‘tool’ screws repay 
their cost by their longer service, 
greater convenience and time saved, T£ 



















No ill-fitting spanner or screwdrives ‘bruises’ these screws: they are locked and unlocked fast and 








securely by positively fitting: ki 
money. Also, 


= With their longer life and quicker action these screws save time and: 
eys make much lighter kit than spanners and screwdrivers 









| practice of trying to disguise. the 
paganda by writing it as editorial 
d thereby depreciating the whole 
hing in the eyes of outside readers. 

C. W. Bancroft, director and general 
anager of Mandlebergs says he will 
be glad to send the Valstar Bulletin to 
any reader of Business who cares to 
write to him for a copy. 
























OF ANY DOCUMENT, DRAWING, BLUE 


in a few minutes in your own Office 





NO DARK ROOM 
NO FOCUS 

British Patent 
NO SKILL Foreign Pending 
SAVES CHECKING 
SAVES ERRORS 
SAVES TIME 
IDEAL FOR A.R.P. 








Incendiar 
Bomb-Proof Roofs 
For Factories 


RCHITECTS have envolved two 

kinds of war-time factory buildings 
with the object of minimising the 
effects of direct or indirect hits by 
bombs. 

The first type, which has special 
roofing, is intended to give protection 
against light incendiary bombs and 
falhng fragments on factories contain- 

ing delicate plant or important food- 
stuffs. The second, which has a lighter 

roof, is for factories containing goods 
not likely to suffer so much. 

Details of the new buildings are 
given in a Government publication on 
factory design just issued. 
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Ruthurstats are used byleading Ezrks 
Insurance Companies, Engineering, and 
Heavy Industries. As a general utility 
unit it is unsurpassed, but do not forget 
its immediate use for A.R.P., for copying 


those irreplaceable documents. Ful range of sizes fre 
io 42in. X39 in. Engin 


10 hours typing reduced 
Sole Manufacturers : 6 months tracing redüced 


RUTHURSTAT LIMITE 


12-13 ASTOR HOUSE, ALDWYCH, LONDON, W.C3 
HOLBORN 4737 vss; 




































Keeping the Buying Urge 
EPORTS from competent observers 
of the retail trade reveal that the 
majority of customers enter shops 

prepared to pay higher prices and that 
whem they find that prices have not 
been increased so much as expected 
they are pleased and immediately feel 
in expansive mood. This fact that 
price rises have not, in most cases, 
been substantial has thus had the effect 
of stimulating sales. 

It does seem, therefore, that if retail 

. selling prices- can be held down 

opably well the consumer will 

in a mood to buy and sales will 









|The Easy Way]of Keeping Your 


New Records 































ROBIN LOOSELEAF BOOKS || TWENTY CHAIR 
occupy the floor space « 


ONE! 


And ease of stacking isn't the OREL 
advantage! Tubular atest contiructt 









provide a simple, thoroughly efficient record- , 
keeping system. Any entry can be found | 
as quickly as a word in a dictionary. No 
“dead” or blank leaves to waste time and 
space. Leaves have not to be re-written or | 
re-arranged as records grow. Economical in. oneures strength, and a fife which 
first cost, maintenance and space. British down expensive renewals. Cos'e P: 
throughout. Several patterns of record gere or i rom sutra 
leaves stocked; leaves to individual require- | Write: for catalogue Pp : 
ments supplied at short notice. 


SPECIAL OFFER: 


“Robin” Looseleaf book, 5in. x 8in., 
bound full maroon buckram, com- 
plete with A—Z index, and 200 
leaves any stock pattern or ruled 
feints, cash or double ledger, on 7 
days’ approval. 10/6 post free 


J. W. RUDDOCK & SONS. 


Looseleaf Book Manufacturers 






















| VENUS PENCILS are 
iacomparably smooth and 
long lasting, their standard 
of quality never varies. 
MADE IN ENGLAND 


KNOWN THROUGHOUT THE 
WORLD, 


df you have any difficulty 
e being supplied, write 
direct. to the address 
iow for sample, stating softest to 
hich degree you prefer. Sh, hardest 


VENUS PENCIL Co. Ltd., LONDON, E.5. 



















Watford By-Pass, Bushey, Herts, Watford $, 





























From ¢b 






















Cash Registers, Coin Changers, Wage Payers, Cashiers, 


THE 
NO-MORE 
ERROR 
LINE GUIDE 
COPY- 
HOLDER 
saves the 
typist's time 
and your 
notepaper, 
Tap the lever 
and the line 
guide moves 
down. 
Price, as 
illustrated, 
30/-. 


ADDOGRAPH 
The Simplest Portable 
Adding, Listing 
Machine 































Delightful 
to use. 





model,  21/.-. 


















8 col to add from id, to £99,990 19s. lid. 
9 col to add from 1d. to £999,909 19s. 11d. 
also for ordinary numbers, decimals, ete, 
Hand and electrie. models with or without 
wide paper carriages. 

No Modern Office can afford to be without one. 








For all caleulations, 
Multiplies, ^ divides, 
adds and subtracts 
in 1/10th time taken 
to do so mentally 
15X10X9 
Tens transmission in 
all dials from 
£29 iis. 
Write for details. 




































a FHE BIJOU QUIET PORTABLE 
ts quietness and light touch are real aids to 
ficiency, while its compactness, lightness, re- 
‘and beautiful work make it THE BEST. 
four-row standard keyboard, complete in 
(Weight S lb. nearly 2 Ib. lighter than " 
“call other 4-bauk portables.) cay | 


414.148, 0d., 
ank. models from 
CU LES 95^ 0U. 
complete in case. 


ELIMINATE LOSS 
AND 


“FRAUD BY USING 
A- “SAFEGUARD” 
THE BEST 
CHEQUE 
PROTECTOR 


Used by leading Banks and firms. Do you realize 
that an altered cheque is your own liability 
Great Bargain £10 10s. each. 


All makes of Cheque Writers at 
‘half usual prices. Ask for list. 

É BARGAIN 
OFFER 
Fire-resisting © and 
Vermin-proof Steel 
Office Cupboards, 
finished art green, 
lever lock, dupli- 
cate keys. 


2ft. high, 
14 in. ide, 45/- 


12 in. deep, 













c" 


USE ORDINARY STAMPS & 
SAVE 80°, IN POSTING TIME 


And let your business-getting letters look 
like personal letters with actual póstage 
stamps by using the TAPPIT stamp affixer. 
Cheaper and quicker than a post marker, all 
stamps.fixed, checked and counted in one 
operation. British made and guaranteed. 
Price £5 58, 






























































TAppIT im. 


LETTER TRAY “SET 















30 in. high, $3 â eii an e. 
18 in, wide, AM trays lift == 
18 in. deep, — off, are re 
6 ft. high, 2 ft. interchangeable. : 





wide, 18 in. deep, 





Calculators, Time Recorders, 
and All Business Appliances, Adding Machines and Dyplicators HIRED AND REPAIRED 
SAVE TIME—HIRE AN ADDER FOR STOCKTAKING 



















And cheaper 





























per tray 


MAIL OPENED 
IN QUARTER 
TIME 


busy office, no torn j 
cheques, eto, 
£2 23s, post free, 















THIN EDGE ERASER : 
Acta like propeller pencil, always clean and 
sharp edged. Best quality nickel plated, 2/6, 
2nd quality. nickel plated, 1/2. : 
Refills 1/6 per dozen. 


"eeepc " SPECIAL OFFER 


NEARLY NEW | 
Ledger Posting, Book-keeping | 
and Accounting Machines, 
Loose Leaf, Fanfolds, or Book | 
Writers, with or without : 
Adding and Subtracting of all 
makes, at bargain prices. | 
















NO MORE ERRORS—JUST USE 
THE GUARANTEED ADDOMETER 


Rapid Automatic Addition and Su 
Rests flat on the books. For Eng a 
Foreign money. Decimal or Ordinary Figures 
and Feet and Inches, etc, 
Laera mera 
FOR POCKET 
OR DESK 
So Simple Any- 
one can use it. 
In Plush-lined, © 
ducoid case. 
Size 
114 X22 X4 in, 
95]. 
1 , post free. 
When.ordering state for what purpose required, 
Also & éheaper pocket Adder for ordinary figures 
and indian money, in case. 30/- post free, 





































AUTOMATIC SELF-SEALING GUM- 

MING PENCIL. Very useful for desk, 

applies liquid gum to papers. 1/6, 

post free. Similar Article in Rubber 

fo apply moisture to stamps and 

gummed paper, envelope sealing, ete, 
1/0, post free. 


BARGAINS in FILING CABINETS 


PRESERVE 
YOUR LETTERS 





extra. 





















swing out of 
way, leave desk 
quite clear. 













ns illus- 

trated. £5 
B All Carriage paid. 
< Other sizes in stock. 
E Half the price of 
















Phone: Holborn 3793, or write for Bargain Lists and Particulars, 


L=TAYLORS TYPEWRITER MARKE 





E E i Number of Trays per Set. Complete Ms paat oye SABINETS 
"ssential for stor- i an ing for wa PEOR 
| ing Books, Papers, Material of Trays. 4 Trays 3 Trays 2 Trays or desk. All inland 4 D from 
Box eh Letter | Light or Dark Oak 38/6 33/6 29/6 carriage paid. T aaiswers teap t 3 
rays. M " io Approximate internal TS, o, from ue 
Other Furniture | eal Mahogany 50/ 45/ 40/ dimensions. of trays. £6 5s. 
equally cheap. Steel, Fshd. Art Green 50/- 45/- 40/- 133 X94 X2 inches - Locks 16/6 extra. 









and Records 
dust and fire by 
using our Art Green 
Vertical Steel Easy 
Running FILING 















































TEMPORARY TYPISTS SENT OUT. 


Y LANE (Holborn End), 
“St. MN London, wae d 














.OFFICE EQUIPMENT 





TRADE MARK 





he most important necessity for 






by Government Departments; €-ply con- 
Mi makes them water, wind, and tear-proof 
ntely opaque. Cheaper and more effective 
inary air-raid blind materials—for any type 
of window. 
















Established 1857 





BRAVON 
ALL-STEEL 


(CABI NETS 


size 
33" X 18" X I2" 






For Account 
Books, Records, 
Documents, &c. 


MODEL "C" 


50/- 


Carriage Paid. | 


RAVON OFFICE EQUIPMENT Co. 


"Phones: Hop 2158 and 2159 








OFFICE EQUIPMENT FOR SALE 





"A. Large Selection of  Ex-Government and . 
OTHER STEEL AND WOOD OFFICE FURNITURE, Ix- | 


OLUDING FILING CABINETS, DESKS, CARD INDEX | 
Also Plan Cabinets, NEW AND | 


‘He knocks but once! 


CABINETS, ETC. 


SECONDHAND, AT LOWEST PRICES.——WRITE FOR | 
CATALOGUE, THE MISCELLANEOUS TRADING Go, | 


LTD., 134/5 Hion HOLBORN, W.C.l. HOLBORN 4894,” 


Remington All Electric Book-Keeping Machine. 


i 


Model 86, Type 20 & 452. Purchased new in January | 


1939. PERFECT CONDITION. What Offers. Box 
No. 510, c/o Business, Whitefriars House, Tallis 
Street, E.C.4. 


p ———— 


| OFFICE MACHINES FOR SALE 





Comptometer. Model “J”, 12 column £. 
Condition as new. Guaranteed. Price £65. 
Central Buildings, Southwark Street. SE. 


s. 


&.G., 





MONTREAL 
TORONTO 


WINNIPEG 





a 


SERVICES AND 
ISALKRAFT 8EATTIES 


DWYCH HOUSE, LONDON, W.C.2_ 


FACTORY LADDERS 


SUPPLIES , 








ACK-OUT BLINDS  ALL.STEEL-ALL PURPOSE 


Folding Factory Ladder 


Very strongly constructed, folds compactly, ama 
is light enough to carry like a suitcase. 1 " 

| for travelling technicians with a oars and ne 
factory, store or office use in confine Bpa ~ 
Can be erected in a few seconds and is pan 
ticularly suitable for fire or ARP. evacua " 
where a rapid exit is essential. 


BEATTIES of SOUTHGATE 


ouse, 11 Tudor Way, LONDON, N.14. 
nd Paimers Green 6801. 


OFFICE FURNITURE 








Tel, MANsion House 0188 Est. 1825 


A. HUNT & CO. 


3 BULL'S HEAD PASSAGE 
GRACECHURCH ST. E.C3 


BANK and OFFICE FITTERS 
JOINERY MANUFACTURERS 
ELECTRICAL CONTRACTORS 
and SANITARY ENGINEERS 








“CLASSIFIED ADVERT 









RATE—2/6 a line (average T words to a line). 
Minimum 3 lines costing 7/6; each additional line 
or part of a line 2/6. Box No. counts as one line 
and is to be paid for; replies are forwarded free 
of charge; 219, discount for 3 insertions, 59; for 
6, 10%, for 12. Payment with order for single 
insertion. Display paneis 24/- per single column 
inch. Discounts as above. Special rate for 
"Appointments Wanted"; 3 insertions for the 
price of 2. 





@ Opportunity is a timid fellow. When 
he does come to our door he knocks 
but once—and faintly at that. There- 
fore, it behoves us ever to be on the 
watch for him—and. the Classified 
Columns of Business form a really 
excellent place in which to keep such | 
a watch. For the many small adver- 
tisements here contain amongst them 
a wealth of opportunity, All are | 
worthy of your attention, for who 
knows—there may be. something in 
this very issue of direct interest to 
you, So follow the lead of the know- | 
ledgeable ones by keeping a watchful 
eye on the Classified Pages of Busi- 
NESS, Sooner or later you'll be glad 
you did! 





| 
| 


NS LIMITED 





invigorating and health 
is ab inoentive to clear thinking and bir 
OZONOL Air Purifier 2/8 








LISTS 








Consult us with your 
Haulage Werries 






London and Birmingham - 






E. A. HELLMUTH, LIMITED | - 
| KENNETH COURT i 


KENNINGTON ROAD 
SEH 






Reliance 3877-8. 



































premises s 
germ-free. 
OZONOL 
germicide 
-giving, and it 












e-kurs 
Postage 8d. 

OZONOL LABORATORIES (100 

New Wharf Road, LONDON, Nc 

"Phone: TERMINUS ater 











ISEMENTS _ 











TIME RECORDERS 





Time Recorders and Electric 
, Rew machines of all systems in 





carder 
Road, Lonor 


Sta 


Recorders (all makeg)..for quick 
condition. —W rite 


Wh 





GIBBONS KNOWS CANADA | 


RTISING AGENTS 







Shocks. 
fally gua 
Supply 
8.E.1. 





ff Time Checking and dob Conti 






: “Betareol, 
iteiriare House, Tallis Street 





RENEWED 
YOUR 
ADVERTISEMENT 


? 


* 


CONTINUITY BRINGS 
RESULTS 






















ESTATE. 
E ONE MILE OF FRONTAGE TO BARNET BY-PASS 


THE MOST IMPORTANT APPROACH ROAD TO LONDON 


POSITION HAS UNIQUE PUBLICITY VALUE 






















































DESIGNED TO BE THE FINEST n 
FACTORY DEVELOPMENT IN THE 
COUNTRY 
BARNET WAY at this part will be 
140 ft. wide, with 120 ft. Boulevard each 
side, making a total width of 380 ft. 
FACTORY SITES on this road avail- ' 
able at most reasonable prices, subject 
only to those restrictions necessary to 
secure high quality of development. 
FACTORIES NOW READY FOR 
OCCUPATION 
others are being erected and planned by j 
architects of front rank. j dl 
j T BARNET BYPASS | 
AN EXCELLENT HOUSING ESTATE AT THIS PART 
ADJOINS REMO. | 
where.JOHN LAING & SON, LTD. are I20 c. WIDE 
buildiüg 1,800 houses, some of which are BOULEVARD 
| erected and occupied. EACH SIDE 
| MATING A, 
TOTAL WIDTH 
| CHEAP ELECTRIC POWER Cof 380 FEET 
Write for full particulars, both of Land and Factories ready for occupation, to | 
dois OR TO. THE OWNERS 20 UE. 
JOHN LAING & SON LTD. | 


| LONDON, N.W7 - (PHONE: MILL HILL 3242 (9 lines) | 
| | | E: 


ESTABLISHED. 1848 


nete tto dte irme 








































» oy F. J. WILSON & SON LTD. The, 


"°°" Painted for the Proprietors, BUSINESS PUBLICATIO! 


HE COMPLETE JOURNAL OF MANA 





i . There are no 
sta p to Duy check, won and affix... . stamp loss? 


et tirely eliminated. 


“In the busy office where the outgoing mail must be 
dealt with. expeditiously and.to time, the present 
shortage. of junior staff presents difficulties, but a 
efinite solution to these difficulties lies in a Universal 


ranker Machine which can frank letters, circulars, * Banks, Insurance Companies and Business Houses 
throughout the world rely on Universal Postal Frankers : 


postcards, parcels, etc. with the correct postage : E 
for the acme of postal efficiency. May we demonstrate to ^ > 


denomination, at a speed of 2,000 to 3,000 per hour. 
Every envelope, ete., can at the same time be printed 
with the return address or slogan. 


YOU how our machines can facilitate and speed up your . 
business? One of our Technical Staff will be pleased to call 
upon you and advise the correct model for your requirements. ^ 


UNIVERSAL POSTAL FRANKERS ^ 


Showrooms : 99/101 REGENT ST., LONDON, W.i. Offices and Works: 1-7 CANONBURY ST., LONDON, N.I. Tel. Clissold 3 


The "RAPID" 
ENVELOPE OPENING MACHINE 


with 
Automatic Feed | 


one there is much waste of time and effort which 
means loss of money. Q. If | have one what 
difference will it make? A. You pay for it with 


the money saved by making every working min ste 


Type E/6. £17 10 0 


i ! productive. Q. What system shall install? A. Th 
dow priced machine has been designed to meet the 


That means GLEDHILL-BROOK 
It is British and just the thing for your. busine i 


best of course. 


| B ANITIDNAL COIN COUNTING 
"MACHINE CO. LTD. | 


Office & Works: 


College Road, Cheshunt. 


Waltham X 3364. 


Showroom & Service Dept.: 


| Rosebery Avenue, London, E.C.1. Terminus 5255. 
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The war-time speed-up 
industrial production demands more efficient executive contr 
and action. 


The dictating machine is the executive's ideal assistant. 


It frees him to dictate instantly, «completely independent 
shorthand help. It gives him supreme control over ever 
job and every detail: what must be done is done exacti 


when it ought to be done. 


Learn. how The n 4 i 
Dictaphone will Automatic in action, simple to use. 


` help you. Write THE DICTAPHONE 

to-day for free 

: y UR ae is far faster and far more accurate than shorthand, mor 

way?” efficient and therefore cheaper. It saves an hour a day | 
the executive and from two to three hours a day for 


Secretary. 


LSO get THE DICTAPHONE CO.. LTD. 


particulars of (Thomas Dixon, Managing Director), 


the DICTAP, none E. Dept H., Kingsway House, Kingsway, London, W.C. 
Telephone: HOLborn 4101 (five lines). : 


MANCHESTER: 8 Deansgate, Deansgate 4483/4. BIRMINGHAM: 32í Broad Street, Midiana 2235/0. & 
$ Bothwell Street, City 4951/2. BRISTOL: 3 Unity Street, Bristol 23916. LIVERPOOL: 157 The, 
1343. LEEDS: 1 Albion ngs ps zesin 31441/2. NEWCASTLE: Royal Buildings, Bigg Market, 
DUBLIN: Raleigh Chambers, ' Abbey Street, Dubiim 7281/2. BELFAST: Bedford Buia 

Ea Street, Belfast 22168. 































BALE a your 
WASTE PAPER, 
CARD, etc. 












/. wo SACKS NEEDED * 







about —75lbs. 


TO EVERY BALE sold, 


„long experience can make it, 
























* 
FLOOR SPACE SAVED @THE CÓMPACTUM 
FIRE RISK” | Waste Paper Baler 
MINIMISES s OF WASTE | makes bile Min. x 
3 to 5 SACK | Sin. X 30in. Weight 


EFFICIENT FILING 


“SHANNON planned filing-is. the outcome of over 50 years’ specialised study 

and includes a wide choice of systems to meet varying demands. The new 
ed Systems (Shannograph and Shannoblic) Vertical files, Direct 
ame, Box and Lever Arch files; each system as simplified and speedy as 


Piling cabinets of from one drawer to any number of drawers, are buiit 
,.0n the sectional plan and can be expanded as desired, The cabinets can 


algo be specially built from standard sections to form combined filing 
cabinets and counters, work-tables or department and section partitions. 


i bad impression with them immediately. 

: | $ To sell to a lady buyer you must be 
When used in this way they contain all departmental records, files and | 4 slick and business-like, and for this 

equipment, so floor space is used to the best advantage, initial outlay is | reason firms all over the country 


— reduced and clerks.. time is saved, Hamtration above shews the Shannoblic | 
system Filing. Full particulars on request-—ask for a Systems Consultant to call. : 
system of Filing. Full particulars on queste y ons S A M P l E NORCO Sample Cases. Without fum- 


hannon 


“THE SHANNON LIMITED 


IMPERIAL HOUSE, 15, 17 & 19, KINGSWAY, LONDON, W.C.2. 


Birmingham . Bristol . Manchester . Liverpool . Newcastle-on-Tyne . 


7000 


Glasgow (Agents) — = manta 
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THE ~NEW . : ! 
23 g a THE NEW 
SERIRT NO SERIES No. 2 















Heavy timber 










—steel  rein- ATI Steel, 
forced for double com- 
paper, card «pression for 
boxes and rags, card, 






paper, swarfe, 
ete, Makes 
paper. and 


heavier 
materials, 
Press weight 











350 Lbs. card . bale 
Makes Bale abouti +200 
110-190 Tbs. ibs. 


















HUNTER-PENROSE Lt 








| Send for list of stock models to the 
f designers and manufacturers: 

| BREXTON Ltd., Ernest Street, 
Birmingham, 1. London: 38 








classes of samples. 
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Dept B., 109 FARRINGDON RD., LONDON, E.C.1. TERminus 16i 









Publisher, 
ADVERTISER'S | ANNUAL, 
Whitefriars House, 

Tallis Street, London, E.C.4. 







Send me the 1940 ADVER- 
TISER'S ANNUAL by re- 
turn, carriage paid; Invoice 
after despatch at 25/- net. 
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Indispensable 
War-time Assistance 
AVES ANUS. I'd. ns for YOU 


and figures you sq often need about advertising 

and its allied activities. You get instant, accurate answers to your every 
query whether it concerns Newspapers, Periodicals or Magazinés in any part 
of Britain and the Empire, Advertising Agents, National Advertisers, 
Printers, or any other form of Advertising Service and Supplies. 

This handy volume of 190,000 constantly needed advertising facts and 
figures will help you to carry on with normal smoothness and efficiency 
despite abnormal conditions. But stocks of the current 19040 Edition are 
nearly exhausted. To secure a copy you must order TODA Y. 














Post the Coupon NOW!  . 





















when Travellers fumble. It creates: a 


have equipped their travellers with 


bling and any loss of time, a NORCO.- 
enables you to display a wide range of. 
| goods in perfect order and condition. - 
C A S E S What a boon a NORCO would be to 

f you—no more wasting buyers’ and your 

i own time through fumbling ; you 
down to business straight away with a 
NORCO. Strong, light, weatherproof 
and washable, NORCO Cases will last 
Woburn Place, Russell Sq, W.C.1 | * lifetime and are made to suit all 
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Id Fashioned Recorpinc 
LOWS UP PRODUCTION... 






Avoid this canker ii your wartime activities by letting 
EGRY show you the way to efficient office recording. 
Carbons are automatically interleaved between the forms 
—thus eliminating this wasteful operation, l , , 
Complete control is! effected in every transaction by 
means of one copy of every written bill being retained]in 
the Register in alocked container. Wherever carbon 
copies are taken there is a use for EGRY equipment, 
whether the records are handwritten or typewritten. 

For full details write to :— 













| E G RY union 


| WARPLE WAY.ACTON.W,3 || 
Telephone SHE 3377 
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@ The back of the carbon paper is 
coated with a specíal preparation which 
gives it a glossy waxed surface. 


@ it dqubles the strength of the 
carbon paper, Waxcraft carbons do not 
“tree” or crease like ordinary carbon 
papers. 


@ it enables a much heavier coating 
to be placed on the front of the sheet. 


STANDARD OFFICE SUPPLIES CO 


9 Lovell's Ct. : Paternoster Row * London- ECA CIT? 


This means that each cárbort insta longer 
and gives a sharper Impression io the 
very end. 


@ Waxcraft Carbon paper has A nom 
smudging surface. 1t will not cid. off 
on to your fingers, nor will the carbon 
copy itself smudge. : 


@ Costs no more than ordinary good 
quality typewriter carbon, 




































These salient features are included for 
the first time in any machine, and the 
keyboard conforms to standard design 
as universally accepted by Business 
Houses and Banks. 
à ERROR DETECTION 
Faultily operated keys remain half 
depressed... The operator knows exactly 
where the mistake has heen made, 
ERROR RECTIFICATION 
Becomes automatic without cancellation, 
permits speedier operation because of 
continuous. calculation. 
TOUCH 

Ts smooth and. even, specially created 
ic be “the touch the operator tikes.” 
RESULTS 
fn in a eontinuous panel, 
reading of totals, Sums 
may then be read off as in one aperture. 

COMPACTNESS & PORTABILITY 

$ Keyboard Calewator, 

ir minimum 









height 5i," 








depth 


KEYS 
e on any Machine the 
Keys are solid right 
ating obliteration of 
tant use. 








“through. Xo 
figures through 


Telephone: Regent 1537 — 




































CALCULATOR 
Here is an entirely new machine— embodying 
six definite advantages—a worthy product of 


British brains, British capital and British 
labour. 


It is designed to facilitate every calculating 
problem, and is the simplest, lightest and 
most efficient of all calculating machines. 
Years of painstaking research and experiment 
have resulted in a  modern-as-the-minute 
machine, ready to cope with every calculation 
requirement of the business world. 


Write for further details to-day of the various 
models available — you have need of a 
SUMLOCK in your organisation. 
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MANAGEMENT CONTROL POLICY 





THIS ts What 
Management Is Doing Now 


‘New drive of Initiative and 
Common Sense that will not 
only Win the War but will 
also set the pace for Better 
Business thereafter... 


HE great drive for an output of 


unprecedented volume in British 
industry is not being made by 
Government effort alone. True, the 


personnel of the nation has yielded up 
body and soul to the state. Unreser- 
vedly it has waived rights and privil- 
eges built up over a thousand years of 
patient effort. A hundred government- 
directed influences have come to bear 
directly on the country's manufacturing 
policy. Individual businesses are no 
longer “free.” But this great revolution 
is welcomed. More than that 
self-reproof because of its so 
appearance is being widely uttered. 

Energy of Ministerial drive from 
outside industry, however, is. being 
more than matched by executive 
initiative and co-operation within. 
Individual businesses are overhauling 
and adapting their internal structures 
on a scale never before attempted. 

By this is not meant the jettisoning 
of previous policies. It implies rather 
the incorporation into existing struc- 
tures of modern ideas and methods to 
knit more closely together the human 
elements. It is the men and women in 
industry who matter in this great 
national effort. Machinery, tools and 
materials of course are vital but 
compared with man-power—and by 


late 


9 





By THE EDITOR 


From Interviews with the Managing Executives of Six Representative 


Manufacturing Concerns 


that I mean everybody: men, women 
and the juniors—they are secondary. 

To get maximum productive results 
from industry as a whole the govern- 
ment is right in taking control of the 
direction of labour, But it is entirely 
up to the managements of individual 
firms to do the very utmost they can 
within their own organisations to keep 
that labour at maximum stability and 
fitness for the vital jobs in hand. They 
must keep that labour healthy, con- 
tented, secuge as to their future and as 
free as possible from upsetting 
influences of any kind. 


This Kind of Out- 

look Is Essential 
This is not such a simple job as it 
sounds. Quite apart from any technical 


qualifications for the nature of work 
involved it. calls for a wide and 


sympathetic understanding of human 
problems. It calls for attributes of 


management that are the very 

antithesis of the abominable creed 

which we have vowed to fight. 
Managements of firms, small as well 


as large, in every part of the country 
are energetically putting into practice 
every. kind of plan to promote the well- 
being of the personnel under their 
control. 


Pension Schemes Help 
To Stabilise Labour 


While it is very difficult to say which 


of the many major factors of staff 
welfare are the most important, one 
which comes readily to mind is group 
life insurance and pension schemes 
In the past these schemes have been 
regarded generally as something of a 


luxury, something to be emploved in 










al ans 


& 


ana 


3 
: 
h 
| 





a 










schemes is needed. that ded. is greatest 
of all among employees in other firms 
chere conditions of employment are 
cessarily less secure. But that is an 
bservation in passing. 
Today evidence is fast accumulating 
è show that pension and group life 
mes are being adopted by firms of 
kind. Managements are becoming 
ced of these measures as an 
means to “stabilise” their 
at the same time to relieve 
pany itself of a considerable 
‘al (and financial) burden. 
Ur der a pension or group life scheme 
are relieved of anxiety about their 
ture, consequently they work better 
d.are much more likely to stay in 
€ir jobs. This is extremely important 
it the present time when the very last 
hing managements want is the serious 
rry and upset of a constant labour 
urnover. 
Another factor of equal importance 
that a properly constituted scheme 
itirely relieves the management of 
at very real responsibility for the 
pendants of employees unfortunate 
ough to become involved in serious 
ecident or death. And here again it 
the small and less wealthy firm that 
jenefits greatly because, while its moral 
gation to unfortunate employees is 
$ great, it rarely has the means to 
that obligation. 
Fighting on the war fronts causes 
stress enough, God knows, among 
ilies at home. If employers can, by 
ans. of inexpensive insurance 
hemes avoid adding to it, then their 
is perfectly clear. 














































Good Feeding Comes 
Before Good Work 


Proper feeding for workpeople has 
ways been important but never before 
s responsibility for ensuring it fallen 
directly upon the managements of 
ns, Not all firms of course are 
rking twenty-four hours a day, seven 
ys à week, but the vast majority of 
erns are indeed working at much 
igher pressure than normally. 
rthermore, all firms, without excep- 
are working under the most 
cult conditions ever experienced. 
kout and restricted travel are but 
factors that have to be suffered. 
eeding, therefore, is of the utmost 
3ortance, The canteen is the solution. 
€ again the canteen was at one 
hought to be practicable only in 
rge firm. Today the provision is 
xtetiding. Many small firms still 
ot need of course to instal a full 
ge of canteen equipment, but what 
y are doing is to increase the 
ilities for staff feeding. 
One small firm, for example, has done 
nothing. more than set up a modest 
counter where hot tea, milk and other 
ustaining drinks can be purchased. So 
beneficial has this proved that light 
ae cigarettes, etc. are ¢ Being 
hoe 


s 
really substantial meals it is of course 





enough. But managements are realising 
that evacuation and other war measures 
have broken up many home circles and 
consequently there are scores of 
thousands of homes in which proper 
meals can no longer be provided, 
especially at late hours. Executives 
are setting out to discover such cases 
among their employees and are pro- 
viding proper food accordingly. 

Quite a number of firms are running 
their canteen and snack bars the full 
24 hours round. Executives report 
that, although their firms are not 
working all night, many employees 
whose domestic arrangements have 
been upset by the war come to the 
factory early to get their breakfasts. 
Many others, they report, stay behind 
to get an evening meal before going 
home. I emphasise: this food question 
is something for management's urgent 
consideration. 


Make Rest Pauses 
Really Restful 


Work at high pressure cannot be 
maintained without break. Rest pauses 
are essential, to this any firm can add 
a rest room or some quiet place to 
which a more than usually fatigued 
employee can retire to recuperate. 

In a well known Midland factory the 
management ordered the works car- 


 penters to make a small reclining chair 


on the lines of a small deck chair, for 
every employee. These little chairs 
fold flat and stand against the walls 
of the shops when not in use. During 


morning and afternoon rest pauses it. 


is a rule that every employee must 
recline in his or her chair. The chairs 
are specially designed to give an almost 
lying-down position only a few inches 
above the floor. They give the nearest 
possible to complete relaxation. 

Firms that are in the country or in 
outlying districts insist that employees 
get out into the air and sun for their 
rest pauses and at meal times. 


Music Stimulates: But 
Use It Discriminately 


More and more firms are utilising 
broadcast music to assist work in 
repetition jobs such as assembly or 
packing. Before music is installed, 
however, firms generally take a vote on 
it because such are the differences in 
susceptibilities and temperaments that 
it may not prove so beneficial in one 
shop as in another. 

All good things can be overdone. 
Those who use music should watch for 
this. To broadcast only düring short, 
set periods is a useful compromise. 


Works Councils Spot 
And Solve Troubles 


Before the war works councils were 
not widespread. They were confined 
mostly to a few large firms that were 
notable for their progressive policies. 
Today works councils, or their. equiv- 


things run smoothly for the benefit of 


. are being set up by many fir 
as a valuable tee dba for making 


the war effort. 

In big firms properly constituted 
councils are being formed while in 
small concerns little formal commit- 
tees are getting busy. These usually 
consist of the boss, secretary-director, 
works manager, a couple of foremen 
and a few lads from the shops. Actually 
it doesn’t matter who comprises these 
groups so long as the personnel is 
balanced and really represents the 
ifiterests they are supposed to represent, 
and provided they do things and not 


just talk. The vital thing is the 
principle of consultation and mutual 
help. 

These committees are the finest 


safety valves in industry. They find 
troubles and difficulties and bring them 
into the light for satisfactory and quick 
solution. Also they discover ideas for 
improvement and advancement of the 
work in hand. In short, they constitute 
intelligent management. 

Because of the added difficulties of 
war-time working and the paramount 
need for bigger output their influence 
is needed now more than ever. It is 
gratifying to see so many firms adopting 
the idea in principle. Even the smallest 
firm can benefit by using it. 


Simplification: 
It Cuts Costs 


This is a time for simplification. In 
the factory this is generally more easy 
to secure than in the office. At this 
latter point therefore particular atten- 
tion should be directed. In years of 
plenty, methods and systems tend to 
become elaborated: so imperceptibly 
do they grow that obvious evidence of 
redundancy rarely exists. 

Today, drastic paper rationing, 
temporary restrictions on the supply of 
some types of equipment and the need 
in many firms to reduce staffs is liter- 


ally enforcing the overhaul of office : 


methods and rountine. 
But firms are doing more : 
retrench only at points where actual. 


restrictions compel them to, they are 


bringing intelligent criticism to bear 
on the whole structure of their office 
organisations. 

By drastic simplification and the 
incorporation of new ideas many firms 
today are coping with more actual 
work than they. were handling in the 
days of bigger .staffs, and plentious 
materials. 

I don't suggest that this can be done 
in all cases but of the general need for 
simplification there is no doubt what- 
ever, and this is a task which manage- 
ments must accomplish without inter- 
fering with smooth-running and the 
potential output of the company. 

Intelligent simplification has very 
far-reaching effects. It means smaller 
consumption of materials, less details 
for employees and management to 
worry about, quicker results, less risks 
of errors, easier control of work and 
a saving in costs. 
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ORGANI ZE Your Salvage .. : 
= Here Are 7 Good Starting Poi 


d rr s is Sabotage.” that 
heading on a notice recently 
published by one firm in its 
house organ is a truth that should be 
o-placarded in every factory and office 
throughout the country. 
. «Right up until the time that war 
suddenly confronted us in real earnest 
"the salvage of waste. was regarded 
; tolerantly as a measure contributing 
.usefully to the .general policy ot 
economy. that business and the nation 
in general were comfortably practicing. 

Now, things are very different. 
` Waste of any sort is a danger to our 
existence. 

Not only should every individual act 
as an anti-waste fanatic—ves, fanatic 
is not too strong a word—but every 
firm should appoint a man to act as 
‘salvage officer, full time if necessary, 
with complete powers to handle the 
matter of waste-prevention and waste- 
salvage throughout the organization. 

The top management of all firms, 
especially those with branches and 
other widespread units, should lay down 
definite rules stating specifically the 
kind of. economies and methods of 


x waste-prevention that must be observed. 


No two firms are exactly alike,- of 
course, but certain practices and 
materials are common to all firms, so 
economies in these matters can be 
fairly generalised. í 


]. STATIONERY 
OF ALL KINDS 


For example, stationery : Most firms 
are already using smaller letter heads 
and typing on the backs instead of 
using continuation sheets. But still 
ore matter can be typed on single 
sheets. by using narrower margins and 
by starting higher up than normally. 
Don't have letters re-typed because 
of an occasional mistake or rubbing-out. 
Paper and time are worth far more 
than prestige just now. 

Let the salvage officer examine the 
contents of waste paper. baskets before 
it is collected for baling and disposal. 
He should be instructed. to bring the 
matter straight to the management if 
he finds avoidable wasteage going on 
anywhere—in the highest executives’ 
sanctums or in the general office—the 
matter must not be left to rest. 

A point particularly to watch is 
where continuous stationery is used. 
The ease and convenience with which 
"this material can be used in normal 

times may now prove a dangerous 
. source of waste. One company that 
i, has always used ten copies has now 
_-reduced. its copies. to two—that’s fact, 
not fancy. 








From H. H. 
Lever Brothers and Unilever Ltd., Supplies Dept. 


So-called ‘worn out’ typewriter and 
hectograph ribbons should be saved; 
before this war is over new ribbons 
may be extremely difficult to get and 
the old ones may prove a valuable 
stand-by. 





Don't let this Anti-Waste and 


Salvage business pass as a 
mere general instruction. 
Make selected Members of the 
staff PERSONALLY respon- 


sible for its rigid observance 
throughout the organization. 








Old carbon paper should not be 
thrown away. If it is stored in a warm 
atmosphere the used surface of the 
paper will absorb carbon from the 
unused parts and give a surprisingly 
long second life to each sheet. 

Two-colour typewriter ribbons should 
be replaced (except for certain accoun- 
ting work) by all-black ribbons. These, 
with the use of the shift key, will last 
twice as long as a two-colour ribbon. 
In most cases the second colour is quite 
unnecessary. 

Envelopes, especially the internal 
type, can be used many times by 
utilising a small adhesive label for 
addressing and sealing purposes. 

The backs of incoming letters can be 
used to take the carbon copy of the 
reply. Out of date filing can be salved 
and the backs of old letters, depending 
of course upon the contents, can be 
used for scribbling pads, carbon copies 
or even internal or inter-company 
memos. 

With very little effort files recovered 
from archives can be made suitable to 
serve again. 

The possibilities of savings in office 
stationery are unending, and today 
there is no excuse for the waster and 
every chance for the man with creative 
ideas of econbmy. 


2. MISCELLANEOUS 
WASTE 


In one well known factory baskets 
have been provided in the wash rooms 
and canteen as well as at various points 
throughout the works. Into. these 
employees put. various .things for 























LONGMAN, 


salvage such as newspapers 
that are finished with, old te 
tubes, old wireless and torch batter 
etc. The various items are subsequet 
sorted and disposed of by the salve 
men. 

This form of waste c 
encourages employees to | 
in their own homes. 


3. PAPER AND 
PACKING 


EROR Gd 





Of all the universally u 
the most valuable for saly 
If all firms and domestic 


save even most of their v 
is estimated that more tha 
tons a year conld be collec 
repulping. Many firms are petii 
paper shredding machine Pw 
the product as packing im 
In disposing of wa 
prices can be got for it 3i i 
and baled. Small baling pr 
obtained at low cost. 
Paper, properly baled, is compr 
into an extremely hard, 
For A.R.P. defence it 
indeed— against shrapne 
splinters it is in fact me 
than bags of earth. It 
advantage of cleanliness: 
A.R.P. protection there? 
are using baled waste pay 
sandbags filled with earth. 
pressing into bales for pre 
this way waste paper n 
course be sorted, any old st 
used, compression makes 
effective. 
Paper leads naturally to wrappit 
and packing. Examine products 
fully and elimate all wrapp 
inserts, etc. that can possil 
away with without actual detri 
the product. Waive for the tim 
the factors of tradition, pre 
artistic display. 
Keep all in-coming p 
and use it again for out- 


_ IN THE 
FACTORY 


















In the factory the f 
particularly should be s 
Metal of all kinds. 

Oil. 

Jute bags. 

Cloths and rags. 

Old tyres. 

Old rubber (insulated 
ete; 
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Timber of all kinds. 
Rope and String (for re-use). 
Where there are quantities of special 


- waste such as from the manufacture of 


particular products and if there is 
doubt as to what such waste can be 
best used for, salvage men should get 
into touch with— 


~> The Ministry of Supply's Salvage 


Savoy Hill House, 
Savoy Hill, London, W.C.2. 
To this authority full particulars 
sheuld be given as to quantities of the 
material available and whether you can 


"deliver it or want to have it collected. 


5, STAFF CAN HELP 
WITH IDEAS 


No chance of saving waste can be 
overlooked and in this connection the 
structure of the Suggestion Box 
Scheme (where one exists) can be 
utilised to great effect. One company 
has doubled its awards for all accepted 
suggestions that embody a good waste- 
preventing or waste-salvaging method. 

The Suggestion Box scheme is an 
easy method of utilising a/l the brains 
in an organization for a great economy 
and salvage drive. Where the structure 
of such an organized scheme does not 
already exist firms are urgently 
recommended to start something of the 
kind at once. 

Here, for example, are a few ideas 
that have recently been put into 
practice as a result of staff suggestions 
and which have saved considerable 
quantities of material :— 

l. Reduce thickness of box-boards, 
cartons and other packing material. 

2. Reduce the number and gauge of 
nails used for packing cases. 

3. Use one of the many types of 
returnable wood boxes which are now 
on the market, and to ensure full 
advantage being derived from it offer 
an attractive payment to retailers for 
all boxes returned. 

4. Use crates in place of close board 
boxes. 

5. Use larger units of packing; e.g., 
pack in three-dozens instead of dozens. 

6. Pack in bulk and cut out small 
cartons and wrapping. 


6. POWER, LIGHT, 
HEAT, Etc. 


Much greater attention must be paid 


.to economy in the use of consumable 


services : electric light and power; gas; 
liquid fuel of very kind; coal; steam; 
hot water; etc. 

Big power plants are generally 
maintained in reasonably efficient order 
by most firms but in the aggregate of 
firms throughout the country an 
enormous waste occurs through a 
countless number of small points. For 
example, electric lights and radiators 
are left on needlessly; steam and hot 
water heating systems are not con- 
trolled as rigidly as they should be. In 
most factories the use of hot water is 
prodigal; employees run into washing 


PIETE :, > P x he X Ae >’, 
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basins à gallon or so of hot water 
merely for hand-washing. {Two 
thousand employees in a single plant 
doing this twice or more times daily 
means an°enormous call on the boilers, 


This electric letter opener handles for a famous 
confectionery firm 15,000 in-coming letters a day. 


All envelopes are subsequently opened flat and 


punched together to form note pads. 


even where there is thermostatic 
control, 

In the past very little regard has 
been paid to the control of these con- 
sumable services simply because it was 
nobody’s job to take any interest. 

Today, the salvage men can quite 


well be given this responsibility—and 








they should be instructed to act with 
the utmost vigour. 


7. HOW TO USE 
PROPAGANDA 


To put all pressure possible behind 
the aims towards economy and salvage, 
firms should continuously run specially 
written articles and appeals in their 
house organs and should exhibit notices 
and posters throughout offices and 
factories. Where no house organ is 
produced periodical distribution should 
be made of circulars or notices. These 
can be distributed by hand, placed in 
containers by the time-clock or at other 
points where employees can get them, 
or an alternative effective method is to 
insert appeals in the pay-envelopes. 

Circulars and notices of this kind 
can be run off on office duplicating 
machines; half-sheets of quarto paper 
are sufficient, and even these can be 
“second hand.” 

In making appeals of this kind it is 
extremely important to avoid loose gen- 
eralities. People don’t respond readily 
to broad statements. Make each notice 
urge a specific, definite but simple point. 
Make frequent appeals so as to cover 
the whole range of economies but make 
a single point at a time—drive it home 
and make sure that action comes of it. 
Nothing flops so easily as an instruction 
issued but not followed up. Make 
employees understand the real urgency 
of the situation and demonstrate to 
them that the injunctions are not 
merely useful recommendations but 
adamant commands that will be en- 
forced for the safety of the very life 
of the nation. 





Customer is Nearly Always 


WRONG 


“But it takes a lot of tact to prove it," says 


E. G. BARRETT, North Met. Power Company 


PEAKING recently at a sales 
conference of the Electrical 
Development Association Mr. 


Barrett said: "Out of the 5,599 com-’ 


plaints which our company have 
received in the course of three years, 
only 1,753 were substantiated after the 
matter had been investigated. 

“Tt is roughly 2 to 1, therefore, that 
when a customer stampedes the show- 
room, threatens to report you to the 
managing director, and bitterly com- 
plains of the shocking treatment given 
to him (or, usually, her), the complaint 
is unjustified. 

“All the same, every bit of evidence 
of dissatisfaction must be sorted out. 
Much time must be spent checking up 
the facts and getting back the 
customer’s good will. 

“Patience is sorely tried at times and 
we, being no less human than they are, 
sometimes break down under the 


strain. It is perhaps remarkable that 
out of these thousands of complaints 
no more than 15 arose through dis- 
courtesy of the staff. 

““The customer is always right’ is 
still a good instruction on behaviour, 
even if the facts are entirely disproved. 

“No promises should be made unless 
there is reasonable certainty that they 
can be kept—even if a good order may 
be lost. Delay is one of the most 
prolific sources of complaint. 

“To this I can add that customer- 
education is equally important. Time 
spent in carefully explaining the func- 
tion and proper use of the things that 
are bought is usually amply repaid. 
Many complaints arise solely through 
lack of understanding of what a piece 
of apparatus can do and how it works. 
Mishandling, in those circumstances, is 
often a costly business when the goods 


come back for repair.” 




















Build-up Your Own 
“Rack, Bench, Bins, etc. 


ERY often the factory manager 

needs quickly to put up a stores 

rack, machinery guard, loading 
platform, handrail, clothing rack, a 
gate, a barrier, workbench or something 
of that sort. This can be quickly and 
inexpensively done by means of a 
system of steel tubes and joints. that 
are now available. 

These tubes are not threaded, nor do 
“they need welding or bolting, one 
simply utilises the fitting joints which 
are each secured by a special grub- 
screw. Tested for strength each one 
of these joints will support a load of 
more than two tons. 

The only tool necessary for erecting 
.a Structure of these steel tubes is a 
«small key which is provided to operate 
“the grub-serews. Thus either the 
erection of a structure or the alteration 
-of its position at any time is a very 
quick and easy matter. 


Hydraulic Table-Platform 
aves Time, Labour 






JH ANY heavy lifting and carrying 
iVE yobs in the factory cannot be done 
by the ordinary types of ‘intérnal 
 iransport' (electric trucks, etc.) Often 
far more flexibility and accuracy is 
needed than can be supplied by these 
excellent appliances. For example, in 
press. tool work the heavy press tool 
has to be moved from, say, the stores 
bench to the power press. 

To do such jobs as these there is a 
special hydraulically operated mobile 
table, This table can be run up to the 
stores bench and the operator can then, 
by means of a pedal under the table, 
raise or lower (in the manner that a 
-dental chair is operated) the platform 
oi the table to the exact level required. 
; The heavy press tool can then be ‘slid’ 
on to the table, transported easily to the 
press and pushed into position, again 
by exact adjustment of the table height. 

This table is very substantial, weighs 
350 Ibs., vet moves on a good floor with 
very little effort necessary behind it. 
lt has a carrying capacity of 1,500 Ibs. 
lts top is of heavy metal, polished, 
thus making it easy to slide heavy tools 
and other loads across its surface. 


Easier Wall-Plugging 


HEN it is necessary to plug a 

VY wall preparatory to fixing any- 
thing that has to be screwed to 

it, it is not always possible or con- 


venient to make the necessary holes. 


fa setsize for the insertion of ready 





made plugs. A preparation, a plastic 
plugging material, is therefore available 
that enables any size hole, rough or 
smooth, crude or workman-like, to be 
made. Into these holes the plastic 
material can be rammed and the screw- 
fixing done immediately. The material 
finishes 'clean' and will take any paint 
or varnish, thus rf matter how crude 
the original holes no trace need be 
left. A point of importance is that 
the plastic material will carry full load 
the moment the screws are home. 
Screws can also be easily withdrawn 
at any time subsequently. 

This plastic material is an asbestos 
compound. It is kept dry till needed 
then all that is necessary is for a little 
water to be added and the preparation 
moulded in the hand to the necessary 
consistency. 

This compound is as useful at home 
for small jobs as it 1s in the factory 
for the much bigger jobs of screwing 
tc walls or ceilings such things as 
shafting brackets, shelf supports, con- 
duit pipes and so on. 


Frees Rusted-up 
Nuts, Bolts, etc. 


NYTHING that saves time, 

labour, materials and temper in 

office and factory is of the utmost 
importance today. 

A great waste of all the above named 
qualities can be caused by nuts, bolts, 
screws, taps, locks, valves, ballraces, 
joints, or in fact any metal surfaces 
that have become "rusted-up" or heat- 
bound. Every factory executive, every 
workman, knows this. 

Paraffin and other | make-shift 
expedients are usually called upon in 
cases of these troubles but there is 
available now a specially penetrating 
fluid which, it is claimed, is not only 
far more effective than paraffin but 
infinitely faster in action. In fact it is 








PAPER, POSTAGE 


A proportion of the business 
letters of every firm are ade- 
quately provided by postcards 
—which save paper, envelopes 
and postage. In these handy 
pads of 150 they save time as 
well as materials. They can 
also be designed for printed 
paper rate, thereby requiring 

only a penny postage. 





what paraffin takes $ 
10 minutes it will do v 
never accomplish at ali 




















































For Cold-Bending 
Tubes by Hand. 


Tq be. able to: 
without filing, a 


4 ins. bore is an adem 
manufacturer. “concerned 
manipulation of pipes | 
hydraulic or other purt 

The latest hand ap 
bending have consid 
this work. The frames he 
and can thus take pipe 
also they enable the o 
inspected the whole ti 
which permits mistakes t 

Hand-benders, of cot 
advantage of being portal 
be taken to the job and 
site, thus saving works 
carrying material to and 





New Acid- 
Proof Cement 
N many factories, and 
yards, etc, there is 
for a fine-quality, durab 








ds proof against the action of 


or organic acids. A new 
cement of this kind has jus 
duced. 

This product, which 
only with a special aci 
tion that is provide 
easily, works ea 
porcelain hardness 
Its many uses inclu 
jointing of stonewa 











neutralising — sumps 
work in acid-laden soil, etc, 
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Smaller 


Publicity Manager, | 


ORE than ever today every inch 
of advertising space used by 
business firms must be made to 
produce results. This is true of every 


company that advertises, even those 
"who are conducting only goodwill 
campaigns. It is the situation forced 


"on them by drastic paper rationing 
which has reduced the size of the 
newspapers, and by business conditions 
¿which have increased every phase of 
romotion and selling costs while at 
| Same time decreasing actual sales. 
: The big problem has now become, so 

4s. concerns marketing effort 
ough advertising, how to make small 
paced produce results that are com- 


bigger campaigns 
spaces were employed, 
Of the best examples of success 
espect is the advertising of 
"Park Race Course. 

ince Northolt Park began adver- 
tising a few years ago newspaper 
"spaces as large as half- -page have 
frequently been taken and, in fact, all 
the spaces taken in that pre-war period 
were of quite substantial size. 


involving 





* Cut from Half-pages to 

















Northolt 
Races 


Next Meeting, Saturday, 
April 2oth. Racing begins at 
3pm. 


ASY to reach from all parts 
of town. Connections from 
all main line terminals. 

PEEDY.—Only 10 miles from 
central London. 50 minutes 
from Piccadilly to your seat 
in the stands. 

RAVEL by tube from Picca- 
dilly to S8. Harrow, then 
special buses take you to tha 
turnstiles. Or train from 
Marylebone or Paddington. 


2/6, 5/-, 10/6. H.M. Forces 
half-price. Members 12/6; 
H.M. Forces 7/6. Totalisators 
in all enclosures. 





reader's eye, to editorial matter. 


Size Adverts. 
Still do a Big Selling Job 


From W. GEORGE BONNEY, 


arable to those which were achieved ^ 














3-ins. Single Columns 
"We made these little Spaces Pull Good Results ” 


The walne of these small advertisements, claims Mr. Bonneg, lies in their 
3 He explains how he came- L 


Must 


. 
Northolt Park 
At the start of the war Northolt 
Park was one of the many centres of 
entertainment that were obliged to 
close down, but in January of this 
year the Home Office granted 


permission for reopening. 

In normal times the Northolt season 
consists of sixty.race days but the war- 
time concession involved a reduction of 


the. season to nearly half that—a 
reduction, in fact, to thirty-five 
meetings. 


Curtailment to Small Spaces Made 


‘Copy’ Difficult 


This curtailment of has 


course 


naturally had its effect on the adver- 


tising campaign. There is no need for 


so much advertising, nor do conditions.” 


allow spending on the former scale for 


any sort of publicity. 
have 


opening of the course 





In: fact, 





im recent weeks the 


sing gle. columns and, quite 













Northolt 


Races 
THE SPRING CUP 


(April 27.) 


Racing begins at 3 pm. 
(Gates Open Noon) 
EALLY a racing high-light. 
the Spring Cup promises an 
exciting contest, the fastest 
in training are engaged. 

SPEEDY.—Only 10 miles from 
central London. 50 minutes 
from Piccadilly to your seat 
in the stands. 

TRAVEL by tube from Picca- 
dilly to S. rrow, then 
special buses take you o the 
turnstiles. Or train from 
Marylebone or Paddington. 

2/6, 5/-, 10/6. H.M, Forces 

halj-price. Members 12/6; 

H.M. Forces 7/6, Totalisators 

in all enclosures. 
















































As a result the- 
maximum spaces taken since the re- 
not. 
exceeded .three-inch double columns. 


more commonly taken have been three- 
inch. 












frequently, one-and-a-lalf-inck 
singles, 

It is the clever use of these quite 
small displays which illustrate how 
limited appropriations can be made te 
pull ^ successfully today. In this 
particular. case effective copy was 
especially difficult because the company 
had regularly used big splashes. 

If reminder advertising had beer 
enough the difficulty of setting out 
small spaces would not have been se 
great. As it was, a definite job oi 
selling had to be done. Every adver. 
tisement had to be designed not only tc 
attract back the previously regulat 
Northolt racegoer but to induce new 
customers as well. 

The basis. of the idea which we 
successfully. worked out is to give te 
these small advertisement spaces the 
appearance of editorial matter, as 
indicated in the illustration given here. 

The idea: ds- actually an adaptation 
of à technique: used by the editorial 


even 


departments of the newspapers thém- 


selves. "lt is the practice of the 
popular papers to play up some little 
story by "boxing" itand so to make it 


“stand out prominently from the rest 


Of the news body-matter. We utilised 
this plan for our small-space adver- 
"tisements. 

How successful this method has been 
is shown by some rather unexpected 
evidence: our newspaper cutting 


agency and other searchers of the news 


columns have been cutting and sending 
in to us otir own advertisements under 
the impression that they were purely 


- editorial matter. 


Much more important evidence than 
that, though, is the "cash results" 
Secured. Attendances at our meetings 
have been steadily growing, an achieve- 
ment which we think is very satisfac- 
tory indeed on such a curtailed 
appropriation. 


Let Your Salesmen Be 
Able To Justify Your 


Price Increases 


ANY customers, when confronted 
Ms the increased price of a 

product, become highly indignant 
and at once start blowing off about 
“profiteering,” even though the increase 
may in fact be insignificant compared 
with the value and utility of the 
product. 

One of the first duties of the sales 
manager. today therefore is to make 
sure that all his salesmen are put in a 
position to be honestly to justify 

Ognust be made 
th the incidence of the. 






SH ata 





increased price of any product they 
have to show, even if this involves 
informing them to a more than usual 
extent on the manufacturing and other 
costs of the company. 

Nothing more quickly shakes the 
confidence of a customer than the 
suspicion that a price is being jumped 
up with no more reason than the 
supplier’s vague alibi that "there's a 
war on." 


"SS 


Too much of this is going on already 
and customer discontent has already 
been expressed in many quarters. The 
frm, therefore, that is of sound 
reputation and looks to future as well 
as present business has everything to 
gain by putting its salesmen into à 
position of being able to inspire con- 
fidence among their dealers and their 
dealers' ultimate customers. 





How We Get the Best Out of a 
Small Advertising Budget 


By NEIL B. SELBY, 
Sales Promotion Manager, Energine Food Co., Ltd. 
(now serving with H.M. Forces) 


ROBLEMS of media selection and 

- expenditure were: always among 

our major difficulties after we had 
evolved a new copy theme and method 
of presentation for our product. 

When a limited budget is to be used 
most media appear to offer something 
of ‘interest, but the lack of money 
always seems to prevent any continuous 
use of all of them. 

In order to obtain continuity the 
whole of the limited budget can be 
concentrated in one publication, but 
this often involves coverage over- 
balanced by one particular class in the 
scale of purchasing power. Big 
coverage without continuity or contin- 
uity with small spaces to fit our 
appropriation: either of these policies 
could be followed. But we have always 
sought publications that would give us 
coverage with continuity, with adequate 
space, yet within our appropriation. 


Why This One Weekly Was 
Chosen for Continuity 


Another consideration which pre- 
sented itself in our recent campaign 
was that our particular layout style 
was designed to match in with the 
editorial layout of a picture paper. 
Practically a third of the fairly large 
space we took was given up to a human 
interest picture. Our selection of media, 
therefore, was narrowed to pictorial 
weeklies. We finally decided to con- 
centrate on one of the leading weeklies 
so as to secure continuity over this 
particular audience. 

In the first instance a few trial 
insertions were made because, although 
we were confident that our particular 
layout and copy theme fitted very well 
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into the general layout of this "je: 
: NE 


we realised it was a gamble. We could 
not go so far as to take space regularly 
every week, so 18 insertions were 
booked to appear fortnightly. 

Results have satisfied us that the 
coverage was precisely what we had 
looked for. Our main interest in this 
advertising was to obtain a wide 
coverage at as low as possible a cost 
per reply figure. 

In our type of copy it was inevitable 
that some stories would have a wider 
appeal than others and, therefore, draw 
more replies, but on the whole we did 
not feel this to any great extent because 


the response to the series was 
accumulative. 

Aíter the first ten insertions we 
found that the cost per reply was 


dropping to an even lower level. While 
it was not possible for us to check 
actual sales results through these 
advertisements, we had a reasonable 
check on their pulling power because, 
contained in the copy, was an offer of 
our special dietary booklet. We did 









INCREASE YOUR SALES 
INFLUENCE INSIDE YOUR 
DEALERS' SHOPS 


When the long bright days start to decline 
and blackout hours encroach, manufacturers 
will have to use their retail distributing 
centres—the Shops—as a more positive selling 
device. Window displays will be limited to 
the much shorter hours of daylight so that 
every expedient will have to be used to 
turn the shop itself into a device that will 
increase sales while customers are actually 
inside. As an example of this within-shop 
idea we cite this display unit that is already 
in successful use. In effect it is a little shop 
within a shop. There are of course many 
other ways of creating interest inside the 
shop, but manufacturers should prepare now 
for what they will de this winter. 
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not include a coupon in the advertise- 
ment because we believed that readers 


of this journal were not likely to be 
habitual coupon clippers. We were, 
however, gratified with the number of 
written applications in swer to oup» 
free offer. 

Many experts have expressed the 
view that it is wrong to put all adver- 
tising eggs in one basket and that 
continuity of small spaces in a long list 
om media is more desirable than con- 
tinuous large spaces i short list. 
But it is my opinion that it is far better 
to obtain domination in a medium that 
is not only well in the public eye, but 


holds the reader's attention from cover 
to cover. This point has extra force 
when, by its very make-up, the paper 
tends to force readers to assimilate the 
contents of each page, including the 
advertisements that appear on it. 


Consistency Was The Key Factor 
In Selection 


Our choice of this one journal was 
not entirely ruled by the fact that we 
liked the publication, believed in its 
coverage and considered that its 
topicality made it one of the principal 
weekly magazines. The whole situation, 
so far as we were concerned, revolved 
around: To advertise, or mot to 
advertise nationally; to do so om à 
limited appropriation; to secure com- 
tinuity yet use adequate-sized spaces. 

I am confident that many advertisers 
would do well to consider a campaign 
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I do not say that it. is alway 
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A time goes on and we get a longer 
perspective of the first severe diffi- 

culties caused by the. outbreak of 
war there come to light more and more 
stories of the ingenuity displayed by 
business men in those uncertain days to 
keep things going. 

Mr. Symes Bond told us how his 
‘ideas men’ and a co-director worked 
fast and hard to find something that 
would bring in fresh work to offset the 
severe, contraction of the market 
caused by the sudden onset of war. 


Staff Represented Careful Selec- 
«tion and Years’ Training 


i Like thousands of other concerns The 
Vase Press Ltd. had built up a highly 
Specialised staff. True, it was not a 
large one, somewhere about thirty 
personnel. But that staff represented 
twenty years of careful selection and 
training in specialised work, an asset 
to be safeguarded and not allowed to 
drift away if ingenuity could save it. 

< With orders for normal printing 


volve 
59,000 in a few months. 





obtained. even better results h 


the make-up style of a publication, nor 


a possibility 


gone in for highly-dramatised phe 







ments. 





graphs dnd slickly laid-out advertise- 


i ( us, and 
are only too pleased y so in 
ope that other advertisers, who 
mselves -confronted with an 
economy problem at this time, may 
profit by our experience. 


Quick Creation of a New Product Saved 
_ Skilled Staff from War-time Eclipse 


Faced with the possible dispersion of skilled employees and 


idleness of costly machinery this firm had to create new 


business quickly. 


This is how they did it 


From an Interview with E. SYMES BOND, 


Managing Director, The Vase 


sharply curtailed, Symes Bond and his 
ideas staff asked the logical question 
“What can we produce that people will 
want now? What about the black-out, 
can we devise something they will wel- 
come as diversion for the darkened 
hours that will increase as the winter 
weeks go on? There should be scope 
here, more people will be staying at 
home in the evenings, thousands of 
A.R.P. and other workers will need 
some occupation besides reading during 
their off-duty hours on post. What 
about some new games?” 
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ed under pressure of a crisis these Plaited Pictures, marketed by direct mail, sold more than 
They provided the means of holding together a Specialised staff that might 
otherwise have had disperse, > 


to 





Press Ltd., Thrapston and London 


Games, if properly contrived, not 
only have a strong appeal during the 
winter months, but, and this we con- 
sidered to be important, they have a 
very high entertainment value for the 
comparatively small amount of paper 
involved. E 

We foresaw the paper shortage and 
its inevitable increases in price so we 
calculated that this factor of high 
utility for small quantities of raw 
material consumed would probably en- 
able us to continue for a long time 
making and selling our plaited pictures 
without raising their original price. 
That is, of course, if the product took 
‘on and proved as popular as we hoped. 


First Paper Ideas Didn’t Work 
Out Too Well 


Games, then, were considered a good 
idea. The staff got busy and produced 
several, on paper. But none of these 
stood up to test. Some were considered 
too complicated, others were too diffi- 
cult or too costly to produce. 

Resort was then made to a co-direc- 
tor, Percy Wallis, head of Wallis & 
Linnell Ltd. clothing manufacturers 
and chairman of the Manufacturing 
Clothiers’ Association. Wallis is well 
known for his views on economics and 
business. He is versatile and reads de- 
tective novels as well as industrial 
statistics. He also plays golf. When his 
adaptability was sought on the problem 
of a cheap attractive game, producable 
by a printer, and suitable for playing 
at home, in the train or a raid dug-out, 
Wallis, within twelve hours, produced 
the ‘rough’ of an idea for woven or 
plaited pictures. To construct his first 









trips o : 
him for comparing stat tics, 
This first rough ‘knock-up’ > 
ideal from the manufacti p 
view, but the Vase Press. people were 
unanimous that the idea was right. 
They got to work on it and soon shaped 
it into a practicable proposition, 

The principle of ‘plaited pictures’ is 
that sketches of scenery are made on 
strips of blank paper plaited together. 
The strips are then unplaited and pasted 
down on card to make a meaningless 


jumble until the strips. are eparated | 


and replaited: correctly, 
extended ‘to include “woven. words,” 
“Famous Quotations,” “Li 

ericks,” and so on. : 


Every Deparmie | Felt Benefit of 
The New Work 


‘From the manufacturing point of 
view the advantages were that work 
was provided for most of the Vase 
Press departments: Studio for produc- 
ing the sketches and of devising any 
further applications of the idea; creas- 
ing, cutting and glueing depts., the 
printing departments, and of course our 
highly developed organisation for dir- 
ect mail selling. 

Selling presented some initial prob- 
lems. First intention was to market the 
puzzles singly to retail at twopence, but 
trade buyers were not interested. The 
product did not look attractive from the 
display point of view, the unit price 
was too low, and individual puzzles re- 
quired too much handling. These were 
snags to be overcome. 

Experiments were then made until 
finally the puzzles were put up in trans- 

. parent envelopes of three for sixpence, 
or in rigid boxes six for a shilling, the 
boxes containing either six different 
puzzles or six all alike for use in com- 
petitive party games. 

This proved a much more marketable 
proposition. 

The first retail outlet secured was a 
well-known chain of chemists, Wool- 
worth's, multiple stationers and depart- 
mental stores soon followed, and finally 
came the ordinary wholesale and retail 
stationers where the puzzles then began 
to sell as a normal stationery line. 

In a few months from the start some- 
where about 50,000 puzzles had been 
sold. Profit on the turnover was not 
big, but large profit was not the original 
motive. The whole idea was a quick 
plan to hold together a highly skilled 
staff until the initial crisis was passed 
and normal business began to flow more 
íreely again. In this the scheme was 
completely successful, it not only 
bridged a serious gap at the time, but 
it still gives every indication of remain- 
ing a steady line for some time to come. 


Severe Test Proved Worth of 
Firm's Speciality 


‘We are especially pleased about this 
“result, not only because it did achieve 
the primary objective of holding to- 
gether out "Caretuliy built up organisa- 














ty of the most: speci 





pr l- s 
ised-of all our d. partments—the direct. € 


mail selling section. 
All businesses are built up* by their 
sales forces. 
direct mail sales organization. 


For 


Ours was built up by our 







is, 
indeed. 





Economy Measure Uncovered 


Prolific Source of Waste 


T month we described briefly 
the method by which one firm— 

through a system of hand delivery 
of local letters—planned to reduce its 
“postage. bill. 

We have since heard that the scheme 
is working well. It will be remembered 
that. we described how that letters 
out-going to the central London area 
were ordered to be sent to the firm's 
dispatch department instead of, as 
normally, to the postal department. 

A month's working of this arrange- 
ment has disclosed a source of prolific 
former waste. It has been shown that 
as many as fen letters and packages 
were formerly sent separately by post 
to one address in one day, and that this 
was a constant practice. 

It has also been revealed that there 
were dozens of destinations in the 
central and west-end districts to which 
up to half a dozen letters and packages 
were separately sent daily through the 
post. 

Under the delivery-by-hand system 
all this wastage has been cut out. In 
the dispatch department a series of 
bins had been put up and letters were 
sorted into them. The bins were 
marked in postal areas and it was while 
sorting the letters into these bins that 
the discovery was made of so many 
-separate letters bearing — indentical 
addresses. Now the postal area bins 
have been supplemented by extra bins 
for special “customers.” 


Faults Not ‘Obvious’ 
Until Found Out 


It might be contended that all this 
wastage and overlapping might have 
been—should have been—discovered 
long before by the postal department. 
Tt might be said that it ought not to 
have taken a  war-time emergency 
measure to discover unwarranted ex- 
travagance and such obviously lax 
management at an important point. 

All that is true. Such lack of system 
should have been perceived long ago. 
In fact it odght never to have been 
allowed to happen at all But there 
you are: that's exactly the sort of 
thing that does happen in thousands 
of firms that pride themselves on being 
pretty well managed. 

There had been nothing to show up 
this inefficiency. In fact the very 
attempt to be efficient had completely 
obscured the fault.. This is how it 
came about. 





hands were on the job, 
were not noticed at this ti 
.And so this overlapping 
unchecked. 











The firm is a large one consisting ot: 
a great number of - : 


ments. Many of 



















































deal with 
notably phote 
makers, newspapers, i 
and so on. All the 
long ago been instr: 
ability of getting their « 
early so that as much 
as possible could be sent 
post office. 


of work, 
outside : 


not only to relieve pre 
firm's own postal department 
avoid a terrific 5 to 6 p 
work, but it was also in 
with the Post Office's own 
to business firms to "pos: 


E 


day." 


How Waste 


Occurred 


Very well then, al 
departments in this firm-— 
quite independently becar 


the postal counter a contr 
of mail all day. This. « 
was stamped and recor 
against each department ay 
destination) and posted s 
was ready. 

Until 4 p.m. this o 
handled by three mi 
after 4 p.m. two additional cle 
on duty. 

'Thus, at widely spaced out dnt 
between, say, 10.30 to 4 
arriving from many diffe 
ments directed to the sam 
were not noticed by the 4 
hands; whereas after 4 ; 

rush of work, plus the fac 


If there is any sort of 
incident it should be in th 
old truism which says—í 
for granted. No system 
method, however well it 
function should be a 
efficient. The most waste 
can be obscured by the i 
appearances. It would 
thing to extend this thor 
active. policy of ma 











; T the time of providing these notes 
we have not really settled down to 
running on gas, but of our small 

fleet of vehicles—a round dozen—we 

have already converted four to gas. 

We are using the gas-bag principle, 

taking our supplies from the municiple 

mains; this of course is quite different 
from producer gas, of which we have 
no experience at all. 


- As ‘Pioneers’ We Had These 
Early Difficulties 








As'"our conversions were early ones 
we must emphasise the fact that we 
xperienced initial troubles that will 
not beset vehicle users who make con- 
versions at the present time. Both gas 
containers and inspirators (the gas 
càarburettors) have been much improved. 
For example, the "lifting' of gas-bag 
ams due to pressure exerted by gas 
panding in the sun's heat or due to 
ctual faults in manufacture of the bag 
js a trouble that has now been over- 
ome. But at first we did suffer a good 
eal from "lifting' seams. 

"The early carburettors, too, were not 
early so efficient as those that are now 
being. fitted to vehicles. These ‘teething 
Oubles! weemet with perseverance and 
a good deal of ingenuity, but such 
things are absent from today's equip- 











Our vehicles do not run exclusively 
on gas. They use both petrol and gas 
ot together, of course, but either 
fuel is called upon according to circum- 
stances: the switch-over from one 
fuel to the other can be made on the 
road, it takes only a minute to close the 
ipply tap of one fuel pipe, open the 
her and change the small throttle arm 
from the gas to the petrol intake or 
ce. Versa. 

/ehicles so fitted are entitled to fifty 
r cent, of their original petrol ration 
SO we run on gas as much as possible 
and utilise petrol for emergency 
running only. 


What It Costs To Convert 
To Gas 














‘A’ gas-conversion for a 30 cwt. van 
costs about £40. This figure varies a 
good deal according to the type of 
vehicle and the ease or difficulty 
-involved in the structural work 
< necessary for fitting the roof-tray that 
-accommodates the gas container, but 
the figure of £40 can be taken as a 
| good guide. 
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D Manager, Clapton Branch, Advance Bande Ltd., Tells Something About 


figure was roughly the average outlay 
we made per vehicle. On the largest 
of these vehicles the gas container is 
450 cubic feet capacity and the others 
360 cubic feet each. 

In the matter of running the standard 
of performance can be summed up as 
"very good, but definitely a little less 





4 POINTS 


1. Vehicles converted to 
MAINS gas can use petrol, 
too — 


Switch-over from one fuel 
to the other is quick and 
simple 


Gas is cheaper: easier 
starting from cold: main- 
tains ‘cleaner’ engines. . . 


3. 


But gives less efficient per- 
formance: petrol should be 
carried as reserve fuel. 





efficient than on petrol.” 

Comparing the two fuels, gas and 
petrol, 250 cubic feet of gas is accepted 
generally as equalling one gallon of 
petrol. Running exclusively on gas our 
average mileage shows this figure to be 
a fair comparison. 

On hills the falling off of mileage 
with gas is greater than with petrol. 

On hills, too, the power of the engine 
when running on gas is not so efficient 
as on the petrol fuel. Full call on the 
throttle does not find the same vigorous 
response from the engine as when 
petrol fuel is used. 

A factor that compensates somewhat 
for this loss of performance is the 
price of gas; compared with petrol it 
is definitely cheaper. 

Another point certainly in favour of 
gas is that it gives markedly easier 
starting of the engine from cold 
because gas, on mixing with air, does 
not suffer the chilling that occurs in 
the rapid evaporation of a liquid fuel. 

Incidentally, too, coal gas fuel has a 
good influence on the interior of the 
engine. Combustion does not cause 
sooting-up of plugs or gumming of 


- piston rings, valve gear and so on. The 





engine thus keeps very ‘clean.’ 
is it might be gathered that 


intenance costs would be 











Running Delivery Vans On Gas 


reduced. Unfortunately we ourselves 
did not find this to be the case because, 
as I mentioned just now, we have been 
pioneering in this running on gas and 
the intitial troubles and many adjust- 
ments we had to make offset any 
advantages there might have been. But 
the performance of our latest converted 
vehicle indicates that these troubles no 
longer exist and in the near future we 
may have some interesting figures 
available. 

To revert to the reason why we 
petrol as an emergency fuel: A 
container that is within the size for 
convenient use cannot contain gas for 
any great mileage; moreover the con- 
sumption of gas varies greatly with 
the nature of the load carried and with 
the type of journey done, i.e. whether 
many or few stops are included. The 
emergency supply of petrol therefore is 
often utilised to complete journeys; also 
it is available in case of any accident 
pus may cause a premature loss of gas 

uel. 


Look Out For These Dangers 
To Gas-bags 


We have been lucky in this latter 


use 
gas 


direction. Before our drivers got the 
hang' of handling their converted 


vehicles there was much risk of failing 
to guage properly the additional height 
of the vehicles (with gas bag on the 
roof) when taking them under low 
structures such as railway bridges or 
gateways. Actually we had only one 
such accident when the gas bag was 
damaged and fuel escaped, but this is 
.ertainly one of the initial difficulties 
which gas vehicle users must guard 
against. 

Another obstacle to be warned 
against is trees. Many residential 
streets are tree-lined and when vehicles 
are making house-to-house deliveries 
such as ours do it is very easy indeed, 
with a specially high roof to the 
vehicle, to run foul of projecting 
branches which of course play havoc 
with the delicate fabric of a gas bag. 

In country districts, too, trees often 
overhang roads. Low branches must 
be avoided. 

When converting vehicles to gas we 
recommend users, from our own ex- 
perience, to- ensure that at least a two- 
inch supply pipe from gas-bag to engine 
intake be provided. On one of our 
vehicles only a one-inch pipe was pro- 
vided in the installation. While such a 
small diameter pipe does function—we 
are in fact still using it—it does tend to 
starve the engine when full throttle is 
called for. 

We find a 370 cubic ft. gas-bag the 


Continued on page 32. 
































JU Churchill. took 





















WE NEED MORE... 





1. Control of Wage Levels. 

.2. Elimination of Bottle-Necks. 

3. "Transfer t Men Already in Unessential Jobs to Vital 
Key Industries. 
Cuts in Home Consumption. 

5. Census of Machine Tools in Maintenance and 
Service Shops. 

6. Wider Training of Unskilled Labour. 


Writes CECIL CHISHOLM, M.A., Business Economist 


“*Q'OME readers have expressed the 
«J opinion that I was unduly bitter 
last month. To say that "the budget 


"itself underlines the complete inade- 


-quacy of Government planning in every 
field, particularly production” was mild 
. «enough. Events have in fact proved it 
stoo mild by half. 

(C To-day the only problem worth con- 


sidering is how to speed up production. 


he new Government has revitalised 


3 many of the Departments, but in the 


“economic field a tremendous amount 
.still remains to be done. 


Employment Figure 
Doesn't Tell Position 


A o is a disturbing lack of any 
clear guiding policy on such ur- 
gent matters as the control of wage 
levels, the training and transferring of 
man-power and economy of materials 
and labour. The new figure of employ- 
ment quite fails to indicate the actual 

cücrease achieved in output since Mr. 

office, Of. whatever 
increase has taken place much can be 

"ascribed to the longer working week. 





Even on April 15th all the key in- 


| Jutput is Rising—But Must Be P 
MUCH Higher Yet 


|! TOTAL 


| Thousands £s 


| TOTAL 
. DOMESTIC 
| EXPORTS 


dustries had secured practically com- . 


plete employment. In fact the number =- 


of workers available in even the least : 


essential sections of the key industries 


was quite insufficient to meet present | 


needs by transfer. 
'The Minister of Labour has now 


transferred his first 450 people from a | 


quite unessential to a key industry: 
but on April 15th there were still 8,640 
unemployed potters, 44,311 unemployed 
miners, 62,271 unemployed textile 
workers, 171,993 unemployed building 
trade employees and no fewer than 
129,322 unemployed in the distributive 
trades. But many of these were tem- 
porarily stopped. 

1 should say that Mr. Bevin has not 
more than 300,000 men available, most 


of them requiring training, when allow- | 


ance is made for the old, the inefficient 
and the physically unfit. But there are 
still large numbers of women available. 


Exports Are : 
Building Up 


APRIES improvement. i 
trade was ira 


SAO 


1937 = 100 


MSN 


RAW 
MATERIAL 
IMPORTS 


Thousands £s 


IMPORTS 
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Thousands 
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LIVING 


1929 = 100 
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1930== 100 






n of t "Countries and 
Scandinavia have cost us 15 per cent. 
f our export market. By the same 
oken they have given us new 
pportunities in South America, in the 
East and even to some extent in the 
Empire, of which industry is rapidly 
making good use. 


We MUST Buy 
Less At Home 


T home the position is less satis- 
i factory. In other words, we are 
till spending too much in the shops. 
{dome consumption is far ahead of 
what it ought to be if we are to achieve 
nything like the necessary output of 
yar materials. 

= The apparent fall in April shop sales 
(2 *396) is largely due to the incidence 
f Easter. Combining the two months' 
gures, the rise in values is 7-690. 
lowing for the increase in the cost 
jf living of about 16 to 20% the fall 
n turnover can only be around 8-9 
0 12:496. The reduction called for by 
ur war material needs is 33396. 

So far Mr. Bevin has taken only two 
steps to reduce home consumption. He 
s ordered the output of some 13 
roups of semi-luxury articles to be 
urtailed by one-third. Using Mr. Colin 
Clark's figures for the National con- 
ümption, this will only shrink shop 
sales by 34%. Obviously something 
much more drastic is called for. 



























































Work Comb-Out 
l] Ineffective 


HE transfer of workers to more 
essential work is being approached 
n an equally timid spirit. Unemployed 
ien in unessential industries are being 
àfted to key industries. But we have 
en that the number of these is strictly 
imited. Worse still, the men are them- 
elves either unskilled or in poor con- 
ition for exacting work. Yet since 
921 three million more workers have 
tered the retail, accountancy, clerical, 
nsurance and service industries. Many 


dmittedly many of these workers 
d require training. But training 
Work an automatic tool requires 
ys, where the training of the old 
lled engineer required months. Also 
apable younger men from the shops, 
he insurance offices, the hotels and 
ther service indüstries will learn much 
jore rapidly than men never seriously 
trained to anything and often long un- 
ployed. 









-~ Wages Control 

Is Essential 
, DMITTEDLY finance comes a long 
way behind men, machinery and 


F ? €———— —ÓÀ! 


te tal 
to keep p down. During the first 
eight months of the last war wages 
were stable. By March last they had 
risen 890» and earnings per head by 
10:796. Average earnings in certain 
firms investigated by the National In- 
stitute of Economic and Social Re- 
search have risen by 1896 (March '39 
—March '40) two-fifths due to bonuses, 
more piece-work and overtime. Earn- 
ings of girls under twenty-two had 
risen by 22 4%. 

During the same period the cost of 
living had risen by only 16:596. Yet 
in other industries wages have risen 
scarcely at all. As usual strong unions 
have got their members preferred 
terms. There is apparently no guiding 
policy in the mind of the Government 
on wages. Yet to avoid inflation wage 
levels must be controlled, not only 
individually but in relation to one 
another. 

The advance in wages and earnings 
must be kept as low as possible, but it 
must be general. Otherwise the Gov- 
ernment will find itself compelled by 
public opinion to institute costly 
Schemes for the taxing of wages and 
salaries that have got out of step of 
the general level of earnings. 


Dangerous Trap 
In Retail Trade 


wee raggedness of the advance in 

prices was inevitable. Already 
some types of furnishings and piece 
goods are up by 50-60%. The danger 
here is that the retailer, making the 
same income from the sale of half 
the goods, will be confused into sup- 


preen 


READERS 


Please Note 


When you write to us for advice or 

information will you please enclose a 

stamped addressed envelope (not a 
loose stamp) for our reply. 


Our daily in-coming mail is a large 
one and a great proportion of it con- 
sists of these requests for advice on 
problems of all phases of management, 
for information about business appli- 
ances, for names of manufacturers and 
suppliers of equipment mentioned in 
our articles, and so on, 


Now that the postage rate has 
been so much increased we must 
ask our readers to enclose a 
stamped addressed envelope 
with all enquiries implied by 
the subjects mentioned above. 
We cannot guarantee to answer 
questions that are not so 
accompanied. 











posing ite rofi l 
The fact is that one normal yea 
weight of goods will supply the same 
turnover for two years owing to higher 
prices. One of the deeper causes of 
the last post-war slump was the failure 
of retailers to reduce their profit mar- 
gins to pre-war level. 

Since Mr. Churchill’s Government 
took office, enormous advances have 
been made in the loosening of the de- 
partmental red tape, in the better use 
of labour, in the reduction of waste 
of all sorts. 


These Bottle-Necks 
Still Remain 


TFE 7-day week in war factories; 
- the training of 100,000 men for 
war work; the steady increase in coal 
output; the transfer risk policy for 
exporters; the standard wage of 48/- 
per week for agricultural workers, all 
of these are long needed steps in the 
right direction. 

But too many bottle-necks remain 
Much of the pig iron formally bought 
from Belgium may be got from 
America, and greater energy in the 
collection of scrap metal will help. 
Better use of the mills available will. 
also expand the output of steel. But it 
is doubtful whether the drive for scrap 
metal is nearly drastic or far-reaching 
enough. 


Machine Tools Not 
Yet Fully Used 


T last a census of machine tool 
hours is being taken. Better still, 
this census is applied to a much wider 
range of concerns than before. Yet 
maintenance and repair shops are still 
‘omitted, surely the one type of shop 
in which machine tools work short and 
erratic hours, and from which they 
tould in many cases be most easily 
spared. 

However a start has been made on 
the reorganisation of the production of 
war supplies. The whole industrial 
machine is rapidly being geared to top 
speed. Output is increasing every day. 
As more experienced industrial execu- 
tives take control from the feeble 
hands of Civil Servants, even better 
results will be achieved. 


Every Business 
Executive's Job 


TRE average executive in every 
key industry is doing his share.- 
For those of us in other industries, 
economy of operation, ingenuity in 
finding substitutes, skill in training un- 
skilled labour, resource in making one . 
ton of material do the work of two— 
these are our contribution, 


















































Foundry can help 


“WF draughtsmen would give more 
consideration to pattern making and 

foundry work in a practical form, 
"they would better appreciate where the 
costs in this work might be cut down 
"with slight alteration of design, at the 
same time making the work easier in 
“production. 

The pattern maker, as a general rule, 
‘has no voice in the final design, and 
much less the foundryman. Drawings 
ware made and sent down to the pattern 
«shop, the pattern maker works from 










How better Co-operation between 


Drawing-Office, Pattern Shop and 


pattern shop and the foundry is 
desirable before the pattern shop 
commences its work. Often the dis- 
cussion takes place in the foundry over 
the finished casting. g 

The pattern maker and the foundry- 
man should be in continual touch with 
each other. Patterns are sometimes 
made without any thought of moulding 
boxes, thus causing the moulder extra 
work which might have been avoided 
by slight alteration to the pattern and 
no detriment to pattern. Often patterns 


Fig. 1. Yiew showing underside of cast 
iron bedplate. Foundry trouble was 
experienced owing to the ribs being 
placed as shown, 




















Fig. 2. The same bedplate as 
shown above bnt with the ribs 
differentty placed. This entirely 








them, his only interest being to finish 
:the job as perfect as possible in detail 
to drawing, as a rule cost being his 
last thought. The pattern may be made 
by a man with little or no practical* 
„experience in the. foundry, his pride 
being in a beautifully finished pattern. 
He does not appreciate that patterns 
‘are merely tools for the foundryman, 
-enabling him to produce castings with 
the least labour. If pattern makers 
would appreciate that the work pro- 
“‘educed is castings, not patterns, many 
“better and more mouldable patterns 
-would be turned out. 


This Consultation Beforehand 
Would Save Many Difficulties 


If these three departments could get 
together and discuss the work on hand, 
"before the final drawings are made, 
much may be saved in foundry and 
‘pattern costs. 

In view of this, the foundryman 
:Should understand machine drawing. 
i For the workman to be asked advice 

‘he should be able, along. with the 
"pattern maker, to read a drawing with- 
out much explanation, or the advice he 
es-may-be.on incorrect lines. Con- 
ultation with the drawing office, 





eliminated the trouble. 


may be made to suit present equipment 
with little inconvenience. 

Patterns are often made and sent to 
the foundry which would have been 
much better, and lower in cost of 
production, if they had been made to 
mould another way, the moulder having 
no choice in the method of moulding 
from a particular pattern. 

Fillets are always a trouble to the 
moulder, if left out of the pattern; 
the pattern maker should realise that 
his work is done once, but the 
moulder’s every time a casting is 
‘required. Fillets placed in the pattern 
may be only of small cost, but for the 
moulder, if only for a few castings, 
having to cut them in the moulds adds 
up the cost. Here we have a case of 
cutting costs in the pattern shop, but 
adding much to the cost in the foundry. 


Fig. 4. Surface plate having two 

bosses where ribs join. These 

bosses were found to be nnnecessary, 

and when removed casting diffic- 
nities disappeared. 


E 


Core prints are a vex 
the cores are machine-m: 
parallel, as many of the c 
and have to be cut off anc 
the ends by means of ruht 
labour could be saved and | 
turned out in the found 
boxes were made with t: 
fit the core prints. Sach e 
be made cheaply. 

With regard to the vexed 
of taper, what the moulder « 
what the pattern maker thinks fi 
often very different. 'The ak 
attempts to keep to his drawing. |j 
again, a good deal could be 
the drawing office. How often 
see square sides and parallel 
ribs, when designs might just as. 
be tapered? 





Here Are Three Examples of 
Expense-saving 


Design plays a most i 
for the production 
castings. In conclusion 
are given of modif 
castings which, when 
consultations; were 
difficult to very simpl 
As our first example, 
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Fig. 3. (upper) Bedplate with heàvy mass of 
causing irregular cooling, Lower 


cg] 
sation to core whieh éehmninates the fred 


ordinary webbed bedplate, 10 feet 
3 feet wide, 1 foot deep (as si 

Figure 1). When the casting 
it was cracked and distorte 
had been shown on the dre 
one against the other. 
tation with the foundry 
were staggered (as sho 
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"OST managing executives realise 
AK now the great value of a Pension 
Scheme for employees. In view 
the. present specially urgent 

ons and the need for voluntary 
g, however, it will not be out of 
0 reiterate some of the principle 
-of such a scheme.. They 


ntages of a Staff 


nsion Scheme 


“1, To enable employees to look 
forward to a definite amount of 
money for their retirement at a fixed 
age, and so give them that sense of 
security in which they can feel 
_telieved of anxiety as to the future. 
2. To enable employers to maintain 
“an “effective” staff as human 
machinery wears out, so that at 
retirement age those employees will 
be replaced by younger men, thus 
solving the difficult problem of the 
-"old man" in industry. 
5.3. To relieve every right-minded 
employer of his moral responsibility 
-for the welfare of his old employees. 
A Pension Scheme meets this 
responsibility while removing much 
of the cost and all the trouble from 
the employer. 

4. An executive is less likely to 
leave an appointment where a 
Pension Scheme is in operation, 
especially after he has been in it for 
a number of years, Useful executives 
zare thus saved for the firm instead 
of leaving to join competitors. 

» 5. To take advantage of the high 
rebate of income tax, 7s. 6d. in the 
£—t.c. 374 per cent—as a firm's 
- contribution is allowed to rank as 
an expense, This advantage is even 
greater in view of the recent 
announcement of the Government to 
(make the Excess Profits Tax 100 per 
cent. To those paving this tax the 
¿cost to the firm is nil. ` 


But Where Pension Scheme Is 
Not Available 


But notwithstanding these advantages 
t may be that a firm finds itself unable 
Oo adopt a pension scheme. Even so, 
individual executives in such a firm 
ami want to secure their own 
It would be up to them, there- 


to make their own ‘pension 
.scheme. 
"Unfortunately, voluntary saving 


without the assistance of some sort of 
ystem so often fails, especially if 
carried on for a long: period. 

-o Avery convenient method, therefore, 
_ by which an individual executive can 
= achieve for himself the security of a 
“pension scheme,’ and at the same time 





make provision for his family if death 





His Own ‘Individual’ Pension Scheme 


In firms where no general Pension 
Scheme is in operation this is 
especially valuable. Here's the Plan 


By ‘BUSINESS’ INSURANCE CONSULTANT 


occurs beforehand, is to arrange for 
an Insurance which at age 65 can be 
converted into an Annuity. 

This is all the more desirable at the 
present time in view of the fact that 
Income Tax is at such a high figure, 
and a rebate is allowed to the 
individual by the pension authorities 
for premiums up to one half the 
standard rate of tax, i.e. half of 7s. 6d. 
in the £=3s. 9d., equivalent to prac- 
tically 20% of the premium up to a 
limit of one-sixth of one's income. It 
is to the benefit of all, therefore, to 
take advantage of this concession. 


Retire Earlier, But Still With A 


Pension 


Now 65 may be regarded as a fairly 
general retirmg age. This fact is 
recognised by the Inland Revenue and 
special concessions are. therefore 
allowed to Annuitants whose age is 
not Jess than 65, and in a number of 





When The 
RAID WARNING 
GOES! 


N their A.R.P. plans all firms have 


of course made clear to each 
employee what business records he or 
she must stow away into safe, strong- 
room or other place before departing 
to the shelters in response to an air- 
raid warning, But this point needs 
special emphasis :— 


Any employee who is away from his 
own department when the warning 
goes must NOT attempt to regain the 
department if this entails forcing a 
way against the stream of other 
employees already on their way to 
cover. . 


Procedure is: He files away to shelter 
with employees of the department in 
which he is when the warning sounds, 
then, when in the shelter, he tells one- 
of the firemen or other A;R.P. officials, | 
who will return and collect his gas 
mask and, if possible, see to the safety 
of the records for which he is 
responsible. 





cases Annuities are payable tax free, 
or at a reduced rate. 

Many executives would prefer to 
retire at an earlier age, say 60, were 
it not for the fact that a pension if, 
subject to Income Tax, would take a. 
lot of gilt off the gingerbread. 


The following is a specially adaptable , 


idea whereby not only provision can be 
made for an Annuity to begin at age 
65, but by means of which an executive 
can also provide himself with an. 
annual payment commencing at age 
sixty and continuing for five years free 
of Income Tax. 

For example, an executive who 
reaches the age of thirty next birthday 
can, for a cost of approximately £60: 
net per annum, i.e. about 23s. per week, 
provide for himself a Pension and 
secure at the age of sixty a payment 
of £200 per annum for five years free 
of Íncome Tax, followed by a half- 
yearly Annuity thereafter at the same 
rate continuing for the rest of his life. 

lt should be noted that in the event 
of his decease before age sixty the sum 
payable is over £3,000 which could be 
utilized by his dependants. A Guaran- 
eeed Annuity option which would 
provide £200 per annum would be 
inserted in the policy, so that the 
executive would have an income at the 
rate of £200 per annum from the age 
of sixty. 


Prudence Demands The Fullest 
Possible Protection 


The above is a really sound practical 
scheme and one which commends itself 
to any prudent executive who may 
want to provide himself with a Pension 
Scheme when such a scheme is not im 
force in.his. firm. 


Plan No. 2: Augment Any Ex- 
- isting Pension Scheme 


_ Alternatively—and this is equally 
important—where there is a Pension: 
Scheme already in operation for the 
benefit of a firm’s staff an executive 
may well ‘consider that he would. like’ 


; to augment the benefits of that scheme 


insofar as he himself is. concerned. 
Particularly in these uncertain times a 









of himself and. ^ is dependant 
emphasis should be placed on this 
latter. 

An individual scheme of this kind 
therefore can quite easily be used to 
augment the provisions of any existing 


Pension Scheme operating in any 
firm. 

The cost of smaller or larger 
amounts of Pension are in strict 
proportion. 


If any executive would like to have 


personally, pl 

Editor and state (1) The yea of birth, 
and (2) The amount of Pension per 
annum it is desired to have from age 
sixty. Naturally this enqüiry will 
involve no cost or obligation whatso- 
ever. 

Also, any executive who would like 
to receive particulars for a Pension 
Scheme covering the needs of his staff 
can have the information, free of 
obligation, on requgst. 





The Art of *Getting Along" 


O frequently it happens in the 
management of business that à 
thoroughly good executive fails to 


‘get along’ with his colleagues and so 
he does not get from them that co- 
operation that would be all to the good 
of the firm. 

This resistance is often caused by a 
too dogmatic attitude. What the 
otherwise good executive says to his 
colleagues maybe all sound stuff; what 
he expounds at conferences may be 
always constructive, to the point and 
well judged, but yet he does not ‘get 
home.’ His colleagues don't like the 
way in which he says things, they 
don't like his self-assertive manner. 

Sir Isaac Newton, long ago, gave 
to one of his pupils a piece of excellent 


business advice. He said: "Let your 
discourse be more in queries than in 
preemptory assertions or disputings, it 
being the design of travelers to learn, 
not to teach. Besides it will persuade 
your acquaintances that you have the 
greater esteem of them and make them 
more ready to communicate what they 
know to you. Nothing sooner occasions 
disrespect and quarrels than preemp- 
toriness. You will find little or no 
advantage in seeming wiser, or much 
more ignorant than your company.” 

By ‘travelers’ Sir Isaac was not 
referring to salesmen, nor was he 
implying any limited class of people. 
His advice has almost universal 
application. 





Helps the Executive To Handle 


*. 
His 
OR handling telephone conver- 
sations, parts of which have to be 
recorded, we saw last month a very 
simple method that worked well. 

It was in an office where an executive 
also had his own personal secretary 
working in the same room. Each had. 
their telephone but the two instruments" 
were wired as one. Fixed near the 
secretary’s phone was a small red 
electric bulb, the light being operated 
by à push- button on her chief's desk. 
During our visit a call came through to 
the executive. Part of the in-coming 
conversation was a message embodying 
prices and other data. To get these 
recorded the executive simply pressed 
the light button which was the signal 
for his secretary to pick up her phone, 
listen-in and take down the in-coming 


message. A wave of the hand by the 
executive told her when ‘to cease 
recording. 3 


By continued use of this simple 
method of phone usage executive and 
secretary have developed almost a 
complete code of signals by the light 
and simple pantomime movements of 
the hand. 

While this subject is in mind it might 
Þe well to mention the Telecord and 





Telephone 


Conversations 


the Telediphone, instruments. which— 
used in conjunction with the telephone 

——aáutomatically record phone conver- 
, sations. Exact recordings can then 
* afterwards be dealt with as required. 





BREATHING: 
AND WORK 


IMPROVE YOUR 
YOUR HEALTH 


po winter an executive of a 
well known concern suffered from 
long working in blacked-out offices. 
He paid a hefty fee for advice from 
an eminent physician. The consul- 
tation. over, the doctor impressed a 
last injunction upon his patient. 
Whenever you are out in the air, he 
said, breathe as deeply as you com- 
fortably can-—-don't overdo it, just 
deeper-than-usual breaths but do it all 
the time you are in the open air. 


The blackout is essential but it 
works for the enemy—if we let it. 
Fresh air is more vital than food and 
drink. Outside the office or factory, 
therefore, make your lungs work. 
Better preathing raises the quality of 
the blood. Good blood will stand by 
you. 
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HE cost of invoicing 
stationery, clerical time 


the profit on the sale of : 
for example, on the sale 
replacement parts or acti 
things that carry only 
margins. As a me > 
that will cut out this cost « 
firms might alter their pore: 
small items are sold fòr cast 


not Mie 
Firms that hitherto have € 
exclusively on an invoice 
not equipped to take cash 
to make a change in clerical 
ments and would of conu 


bcd ees hiandüug money. ; 

Nevertheless, if it can be 
and easily the cutting out ¢ 
small items is an economy wel 
while. 


n——————À = 


These Ladders Sa 
Space and Labou 


ITH many excellent product 
is often the ca. attheir vi 
are not realise 

they might be «until r 

or “special circumstance throws 

into prominence. 
This might be said 


portable ladder. This 
a touch, can Le ' 
compass of a small 


course already widely used 
and offices. The vital de 
which ARP. measures 
making for portable 
phasising the conven: 
ency of this new type 
nothing else could, 
Tt needs but little im 
example, to visualise the 
an eleven-foot ladder 
grabbed up like a suitcase 
any desired spot and 
quickly and easily as one 
a rope. 
Plainly as emergency demo 
the advantages of such a product, how 
ever, its utilitarian value is 
equally established. 
For a hundred uses in ry A 
office such a ladder forms an efficien 
unit of permanent eqiuipm f 
inside buildings, where sp 
that the light and collap 
of the "gravity" type k 
appreciated. 
Not the te 
ladders is t 
‘strong man 
employee or 
just as easily. d 
being less than that 
ladders, is compact and ther 
finitely more manauvrahle, 








yat they 
to use 
a junior c 
The we 


them. 
can ope 





£ HE workshops and factories are 
not the only points in industry 
where a shortage of skilled labour 
is making itself felt. The demand 
| being made by the Services on the 
. young men—and to a lesser extent on 
| the young women—from offices sets a 
- considerable problem for the office 
manager. 
ty Furthermore, this drain on personnel 
- "will not decrease: on the contrary, as 
the war goes on it will increase. 
j The younger men that are being 
. called now are generally those who 
- were just beginning to feel their feet, 
_ just starting to take over the minor 
— «responsibilities that in the fullness of 
~ time would have led them into the 
various grades of executive positions. 


el 


$ War Inevitably Takes The Best 


Talent From Business 


Similarly with the women. Those 
with the initiative to volunteer for the 
— Services and with the pluck and 
determination to carry through the 
l arduous work involved are generally 
— the best types of young women. 
— — There is something in the old adage 
"that there are as good fish in the sea 
— As ever came out of it, but even so war 
t means—in the initial stages at any rate 
t —that the best quality man-power and 
- women-power become lost to business. 
- Those that come in to take their places 
^" are not—as a whole—so good. If 
- experiences of the last war are going 
_ to be repeated, then before we are 
_ through with this campaign some pretty 
dificult personnel problems will be 
confronting office executives. 
I cannot prescribe an all-effective 
general plan that will meet this future 
situation, or even the situation as it 
already stands today. I can, however, 
make a few suggestions that will, I 
| believe, be helpful to office managers as 
1.4 basis, or as a source of ideas, on 
- which to construct their own arrange- 
- ments. 


| All Young Men's Jobs Especially 
Must Be Covered 


P 
> 
M 
È 


What we did at the beginning of this 
year was to take note of all the young 
men that would obviously be called up 
in the course of the succeeding twelve 

- months. The jobs of each one of these 
men we understudied. We appointed 
women for these understudies. In some 
cases we were able to appoint women 
who were already on our own staff; 
but for certain jobs we had to engage 
outsiders, mostly juniors. 

We did not really want to add to 
our payroll, especially as right at the 
beginning of the war we had had to 
ut down staff. Nevertheless, we saw 


Every employee must know, intimately, at least one 


In addition, every employee is encouraged to know as 


much as possible about as many other jobs as possible 


.1. Every job is Understudied 
2. 
job other than her own 
3. 
4. 


By increasing the number of people competent to do 


any given job the plan gives the equivalent of a 


reserve of ready-trained personnel 





By A. HARRY REDFERN 
Office Manager of a Hardware Manufacturing Concern 


quite clearly that unless we invested a 
certain amount of expense while we 
could get the grade of labour we needed 
we should probably be caught short 
later on when the range of choice 
would certainly not be so wide. 

There was some danger that we 
might be actually over-staffed, but when 
three young men voluntarily joined the 
Forces and the calling-up dates for 
three more approached (afid one young 
Austrian in our correspondence depart- 
ment was interned—we had not counted 
on that!) the balance looked a bit 
easier. 

When we got the work rearranged 
we decided to make every member of 
the office staff as versatile as possible. 
By this means we believed that we 
should be better prepared for any 


subsequent sudden leavings than we 
should be if we maintained a staff of 
'specialists What we started was, in 
effect, an all-in training scheme. 

Taking the lowest ranks first we got 
our junior file-clerks to learn typing. 
We had three of these juniors and we 
allocated each to a typist for training. 
Two out of the three of these young- 
sters were already beginners at typing 
so they will train quickly. 

The typists, we insisted, should have 
a course of filing. Most of them claimed 
they knew filing already. Nevertheless, 
we made it a rule that each should 
have spells of this work at regular 
intervals. 

The telephone switchboard we 
consider is an important position. We 
called for a volunteer as understudy, 


i-e 


Keeping department one of our oldest 
employees, a woman 45 years of age. 
She is making a first rate alternative 
operator: this is of course in addition 
to the normal meal-time relief operator. 

In our accounting department we 
made first for the mechanised equip- 
ment. In peace time trained machine 
operators are always available. In war 
the position is not going to be so easy. 
Again we asked for volunteers and 
“selected the most suitable to under- 
study at the book-keeping machine (we 
have a ‘one-machine’ system) and one 
or two adding-listing machines which 
we have for special purposes. This 
secondary mechanized equipment was 
also understudied. 


‘Turn-About’ Method Widens Each 
Employee’s Experience 


We have also made arrangements 
that girls shall take ‘turn-about’ on 
such jobs as petty cash, mail counter 
work, maintaining card-indexes in the 
accounting and sales departments, and 
in taking duty at the reception desk. 

These things are quite easy to con- 
ceive in plan, the only thing necessary 
is care to ensure that every possible 
point is covered by an understudy and 
that everybody is instructed to know 
thoroughly at least one job other than 
her own. As suggestions they are also 
simple to set down on paper. 

'The real difficulty is to get them to 


work effectively and without any 
friction whatever. 
The Staff Must Be Sold 
On The Idea 
To achieve this the absolutely 


essential thing is to ‘sell’ the staff on 
the idea. It is important that this be 
done by the highest active authority in 
the organization. It must on no account 
be left merely to the office manager to 
arrange unless, as may be the case in 
“large firms, the 
;comes under the aegis of a senior 
: executive or director who ranks very 
in the management scale. 
n our case the matter was dealt 
at a staff meeting presided over 
ur managing director. The basis 
of the appeal is one of national 
emergency. It must be clearly explained 
that this request to the staff to learn 
more and to do other work besides 
their own is not made in the light of 
asking a favour for the management 
and is no mere attempt to get more 
work without increases in pay. It 
must be shown that on such a willing- 
ness to work in this way depends the 
future of the business itself. If the 
business cannot continue to function as 
an employer then everybody suffers— 
the employees probably worst of all. 
As our young men leave to be 
; absorbed into the forces we explain to 
them that, as far as it is humanly 
possible to ensure it, their jobs will be 
en for them on -their return. All 










office organization, 


women employees wh g 

on from outside, and all those of our 
own staff who are being set to take 
over work formerly done by the men, 
are being told quite clearly &hat their 
appointments are 'for duration' only. 


Whatever the Pressure Staff Must 
Have Time Off 


One final point I would urge: 
Despite the fact that more work and 
greater output is the urgent demand of 
today, it pays well to see that employ- 
ees, especially women, are given halí- 
days off occasionally, once a week in 
fact, if it can be arranged. 

This is especially necessary if 





BOOKS You'll Find Useful. 


Key to Income Tax 1940.41 
(Taxation Publishing Co. Ltd. price 
3s. 6d., postage 3d.). Covers 4he whole 
held including the new provisions of 
the last Budget. Has quick-reference 
thumb index to all sections. 

"Key to War Taxes" (same publisher, 
3s. 6d., postage 3d.) companion volume 
to the above, covers the problems 
arising from the new duties. A vital 
book for executives. 


Brain Efficiency, by John Almond 
(Anthony John Ltd. price 10s. 6d.). 
A young chartered accountant of 26 
with eight years’ business experience 
and fairly rapid progress towards 
independence, sums up in this book his 
mental methods. 

He has read widely and with a note- 
book by his side. But he has also 
played games and even held a one-man 
exhibition of his own water-colours. 
lje writes with confidence bnt no 
conceit : with a purpose but no pep. He 


* iollows the ideal without getting far 


away from reality and is constantly 
making practical suggestions for the 
better use of the brain. 

Health, | Study-room, 
Up-keep of Brain, Use of Books, 
Charts, Numbers and Memonics. This 
last subject is treated at considerable 
length; indeed of all the subjects 
covered this "artificial memory" is 
dealt with in greater detail than any 
other. 

Mr. 


Work-room, 


Almond has great faith in the 
use of mechanical aids to memory 
which are ingenious. If your friend's 
telephone number is AMB 7073—just 
tie up the word AMBROSE with some- 
thing relating to your friend and 
instead of dialling AMB 7073 dial 


AMBROSE, which is exactly the same.. 


Have a look next time you use the 
‘phone. 

Hundreds of examples are given of 
how to use this mechanical process but 
it scarcely seems that such methods will 
assist in mental development. They 
relieve the mind of much worry in 
recalling desired. information, but as 


























































number of exceptio 
contributing to additional 


this condition altoge oo 
as a nation, are capable 
withstand any amount ay 
it is only wisdom 
means of every expedient pe 
vast majority of firms can, withot 
detriment to ultimate output, ma 
some sort of concession in the w 
time off to office employees. 
Individual arrangements to. this en 
may vary greatly but, in prin ol 
advocate it as an enormously im 
factor in the maintenance of 
health, contentment and general mor 


the business executive 
bering facts is far le 
the relation of one f : 
gramophone can remember 
think. 





Country and Farmhonse 
days (Farmhouse H 
Salterns, Eashing, 
Surrey, price 7àd. p i 

The strain of war condit: 
a holiday more essential 
most of us, but choice 
limited by the lack of f 
need for economy 

To assist in this di 
enable business people more 
able to pick a quiet spot 
book has been compil 
detailed list of some 3? 
country hou in all the 
ful parts of :ountiry, 








the c 
makers will be welcomed, 


rooms: with good home 

This year, of cou: 
will be able to get a 
at all, but those who 
should do so. It is by no: 
good economy or goc 
the human machine non- 
rest may far outweigh in 
any small losses to our 
brought about by a short 
business activity, 

By avoiding the more conventi 
resorts this booklet helps in the € 
of a quiet retreat. 


Wartime Staff Training Courses 
To help business firms speedeaip f 
training of their wartim l 
staff the Management 
Doughty Street, London, W CY) 
compiled sets of technical 
and business training man 
for the guidance and quic 
of rank-and-file emplove 
appointed junior executive 
are practical, theoretical t 
as far as possible be 


o 
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CERE 


courses cover Office I 
Management, Factory 


and Foremanship, 5 






Poor Sorting 


QORTING plays a basic part in 
ys J modern office routine, for the effici- 
ency with which it is carried out 
determines the speed and efficiency with 
which many subsequent phases of work 
can be approached and performed. 
Correspondence and other papers are 
orted prior to filing, to eliminate the 
aste effort of dodging about between 
cabinets and files, and also to facilitate 
reference to the papers during the 
process of filing. 
Ledger-posting media are sorted to 
ledger sequence to eliminate dodge- 
posting or to facilitate the stuffing or 
pulling of accounts. 
. Inefficient sorting methods, by slow- 
ing up the process of "feeding" the 
media to the posting clerks or 
machines, tend to offset the benefits of 
book-keeping ^ machines, 
systems and other modern equipment. 
^Matching-up despatch notes with 
invoices (in waiting-order file, etc.) is 
90 per cent. sorting. Usually it is the 
point whére the invoice and copies are 
eleased for mailing to the customer, 
sting. into the ledger, dissection, 
analysis,- etc, and thus the rate of 
release determines the rate at which 
many sections of the office will function. 
Ín this phase, as in every other phase 
ñ. office routine, efficiency in sorting 
therefore absolutely essential. 
< To meet this need for efficient sorting 
he Ambidex system was devised, its 
abject. being to:— 
i. Eliminate waste of effort, and 
2. To provide an organised plan of 
rüng to which anyone in the. office 
n work. 


> Makes a Great Saving Of 
Physical Effort 










































Sorting in the ordinary way into 
iles on the table, or just to 26 letters 
f the alphabet in the case of alpha- 
yetical matter, involves going through 
he same papers perhaps four or five 
imes before final sequence is obtained. 
“Sorting into  pigeon-holes entails 
spending more time and effort in walk- 
ng to and fro than in actual sorting. 

By means of the modern sorting 
method, however, one clerk can sort 
rectly into any number of divisions 





seat, and consequently any volume of 
apers from, say, 100 to 5/6,000 can 
X* so sorted in. Only a hand-fan is 
tequired to bring them into strict 
sequence, 

“By eliminating the waste effort of 
epeated-handlings, walking to and fro, 
te; 50 per cent. of the total sorting 
imé can be saved. 

utat is not only in the speeding-up 
sorting. and filing that this system 
rs, advantages. There is great 


loose-leaf: 


ip to 1,200, without moving from the. 









THIS Sorting Gives 20^/, More Speed | 


benefit in the quick reference which it 
makes possible to papers in the process 
of filing. 

Instead of accumulating papers in 
baskets to await sorting and filing, they 
can be put straight away into the 
sorter. Not only are they ready for 
filing at any time, but if a paper is 
wanted, it can be found even more 
quickly than in the file itself. 


Continuous Sorting Helps Instead 
Of Hindering Progress 


lt is nof necessary with this sorter to 
wait for the bulk of the papers before 
sorting is begun. They can be accumu- 
lated in the sorter a few at a time as 
they become available, and in this way 
the sorting is practically completed as 
soon as.the last paper is received. This 
virtually amounts to saving the whole 
of- the sorting time, since the following 
phase of work can be begun córres- 
pondingly earlier. 

As à "waiting-order" file the Ambidex 
sorter is very effectivé. The order or 





SAVES POSTAGE > 


In mailing depts. for weeding-out 
‘duplicates’: ie. more than one letter 
to the same address, this sorting method 
is a valuable postage-saver. It assem- 


bles letters and enables ALL documents 
for any one address to be sent under 
one cover. 





invoice and copies can be kept in the 
sorter until the despatch note or priced 
copy is returned. Labelling can be 
either alphabetical or numerical or any 
other arrangement desired. Pairing-up 
or matching-up by this method 
claimed to be many times faster than 
by other methods. "This is important, 
as itis at this stage that the invoice 
and copies are released to the other 
sections of the office for mailing, 
posting to ledger, analysis, dissection, 
ete, and. consequently the benefit of 
the increased efficiency is felt through- 
out the office. 





Desk-sorters can have from 25 to 150 Divisions and 

are suitable for sorting up to 1,000 papers. For 

bulkier papers, or greater volumes of papers, and 

where more than 150 divisions are required, stan 
models are provided 


is. 


Holborn) 49932 


Lj 


Makes Sorting— 


1. Easier 
2. More Accurate 
3. More F lexible 


4. Avoids holding 
up any dept. 

| needing sorted 
| papers of ANY | 











The sorter can be labelled 
or departments, code numbers of lines, 
names or numbers of salesmen, terri-^ 
tories. or any other indentification. 

By taking advantage of the two-way 
working of the sorter, and having tabs 
labelled back and front, it is possible 
to do two or three different types of 
sorting on the one sorter. 

For. instance, in the bought ledger 
department one sorter can be used for 
sorting purchase invoices to suppliers' 
names, later to department names 6 

enumbers, and also for sorting päi 

cheques to numerical order. a 


e This Saving May Pay Cost 


All the various papers from the 
different departments, such as corres- 
pondence, invoices, credit notes, ete., 
going to one firm can be easily collated 
for mailing by means of the sorter. 
Often the resultant saving in postage, 
by enclosing. everything in one 
envelope, 1s sufficient, in a few weeks, 
to cover the cost of the sorter. 

In short, it can be said of this modern 
sorting method that it will sort all sizes 
and shapes of documents into any kind 
of order. 





CORRECTION 


Business apologises to any readers 
who may have been inconvenienced by 
a wrong telephone number inserted in 
the advertisement of Low’s Calculators 
Ltd. on pag in last month's issue. 
This firm's number. is CITY (rot 












with 
alphabetical divisions, names of firms: os: 
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(THe Hano-Operatep PUNCHED Carp System) 





“PARAMOUNT” WILL SOLVE YOUR COSTING PROBLE 


@ PLAIN * Paramount" is readily understood by Directors and 
Workers alike. 


SIMPLE Workers enter up the cards. Junior girls do the cost finding. 


@ FLEXIBLE > = Any centralised or departmental peak load is met by slight : 
temporary junior staff adjustment. 


€ INEXPENSIVE NO machines or expensive operators are necessary. juniors 
do the work and the only cost is for cards. 


Q There is no mystery about “PARAMOUNT.” It is an ordinary Time Card or Stores Requisiti 
with added facilities which enable a smaller junior staff to do the work of a larger senic 





@ In these days of senior staff shortage this is an important factor -and remember, with 
“PARAMOUNT "' your junior staff can get your costs, either at any desired progressive s 
within minutes of the job being done. 


© “PARAMOUNT” IS EFFECTIVE — HUNDREDS OF FIRMS USE iT UN 
PREFERENCE TO ANY OTHER SYSTEM. it can easily be applied to Y OUR 
existing cost system without interrupting your work or upsetting your staff. 








Details by Return Post, on Request. 
THE COPELAND-CHATTERSON COMPANY LIMITED, 
E EXCHANGE HOUSE - OLD CHANGE - LONDON, ECA 


BRANCHES THROUGHOUT THE COUNTEX. 













; Simple, 
Despite the Blackout 








LACKOUT and  ventilation—to 
many firms these are opposing 
factors that have set a difficult 


problem. 

Although long hours of daylight are 
now being enjoyed thousands of manu- 
facturers throughout the country are 
working at night in response to the 
urgent war demand for more and still 


his specially constructed electric fan fits flush 

nto the window glass, but where glass is not 

permanently blacked ont and curtains have to be 

used over its entire area then, if the curtains are 

fixed 6ins. or more back from the window, the 

Tan will provide a steady ventilating air-flow all 
round the curtains. 


i Adequate 





"ToC; 


ventilation. 

Basing their design on the knowledge 
of the blackoute requirements the 
makers have therefore constructed their 
unit so simply that erection calls for 


no structural alteration of windows or < 


any part to which it is desired to fix 
the unit. It can, for example, be fitted 
straight into the glass of a window, or 


cC 


ee — ce 


it pes - Se 





| Here are two ways of having the equivalent of 
sf an open window—with blackout curtains in place 


The flush-fitting fan is itself light-proof, where, 

Say, the top part of a window is permanently 

blacked out with paint or other means the fan can 

therefore be fitted into that part of the glass without 

further precaution, Unobscured part of window can 

then be dealt with by blackout curtains in the 
ordinary way. 





more production. 

Night shifts mean work during the 
blackout hours and to black out all 
windows, skylights and doorways in- 
evitably means to curtail the normal 
means of ventilation—if not to stifle it 
altogether. 

In large 


organizations | where 


conditioned air systems are installed 


Ñ- 


this problem does not of course arise. 
But for every factory and block of 
offices so equipped there are hundreds 
.—more likely thousands—that do not 
-have that advantage. 

In the summer months when the 
weather is warm, work at night in an 
average blacked-out factory therefore 
imposes a great strain on the operatives 
and. a heavy burden of responsibility 


_and increased costs on the management. 


- special 


It is to meet this difficulty that a 
ventilating unit has been 
designed. This unit is nothing more 
than an electric fan, but it is not an 
ordinary fan offered in the hope that 


it can be adapted to the present difficult 


On the contrary, it is 
especially for blackout 


conditions. 
designed 


àb 


to a plywood or metal sheet that 
replaces a window. It will fit any type 
of window or any kind of glass 


including sky-lights, leaded lights, etc. 

An interesting point is that the unit 
itself is light-proof so, that it is fitted 
into the glass of a window that is 


In many factories the 
glass  skylifhts or 
north-lights have been 
permanently blacked 
out with paint, paper 
or other means. These 
fan units, being 
light-proof can never- 
theless be fitted flush 
into the glass, thus 
providing ventilating 
currents of air at all 
times, 


VENTILATION . . 







These units cam provide air- 
extraction or air-intake Both 
types used in combination pro- 
vide ideal ventilation in the 
blackout. 





already painted black no further pre- 
caution 1s needed. 
These units can be supplied for 


‘extraction’: i.e., for exhausting the 
stale air from an office or workshop, or 
for ‘intake’ that is, for drawing into a 
room fresh air from outside. The first 
is probably more often used, but much 
more effectiye ventilation is of course 
secured by a combination of the two. 
This is particularly the case in large 
workshops or where there are "hot" 
processes or processes involving fumes 
or smell being carried on. A com- 
bination of extractor and intake units 
can be arranged to give a greater 
number and more complete changes of 
air per hour in any given room-space 
than can be obtained by the use of an. 
extractor alone. 


In These Cases Air-Extractors 
Are Adequate 


In some offices and parts of factories 
where there is not a very heavy con- 
sumption of air: ie., where it does not 
rapidly become stale or foul, extractor 
units working alone give adequate 
ventilation as they work steadily and 
continuously and thus maintain the 
necessary circulation of the air. 

These ventilation units are made in 
two sizes: one extracting-a volume of 
8,000 cubic feet of air per hour at a 
current consumption of only 25 watts; 
the other, moving a volume of 20,000 
cubic feet per hour on a consumption 
of 35 watts. In either case it can be 
seen that the current consumption is 
negligible. 









m 
SECOND-BEST 
METHODS WON’T DO 
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MECHANISED 
GRAPHIC 
CONTRO 

Machine Shor adings 


sirare Da ptim 


"ITI 


in nan atin 


ul 


KARDEX 
VISIBLE RECORD 
SYSTEMS 
Stores Control. 


Materials and Parts 


THIS 


Job Progress and Costs. 


HERE HUI 
ALALLA 


Plant and Maintenance. 
Jigs and Tools, Patterns. 
Wages, Blue Prints, etc. 


PLANNED PROGRESS AND MATERIALS CONTROL FOR ENGINEERS 
AIRCRAFT, SHIPBUILDING, GOVERNMENT 
CONTRACTS, ETC. 


Two factors dominate the industrial cutput— Materials Supp 
and Shop Progress. In order to grasp the essentials of those 
situations we MUST sweep aside second-best methods. 

We must be in a position to SEE our targets. VISUALIZE tl 


performance, SPOT the hold-ups and ensure adequate FLOW 





mape IN CT BRITAIN Kardex methods are helping hundreds of firms to do just 
os ear Stock Control and — this— why not yours? Our specialists will help to formulate 
poe iets, No. 18% schemes suited to individual needs without obligatior 
Planning leaflets. 
: lI, New. Oxford Street, London, W.C.I 
Tel. Chancery 8888 (20 lines 
REPRESENTED IN Al MPORTANT 


CENTRES 


* 
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DRINKING WATER — Most Vital yet 
Most Vulnerable of all A.R.P. needs 


MB get Ey ai dit M Leg Bombs. will smash water mains: In that case the few 

measures taken by firms throughout bottles or flasks of fresh water stored in average shelters 
rial ee au PEOR will not ntarly meet the need. In otherwise excellent 
EROS te adeguate Supply. of A.R.P. measures many firms have underestimated this 
2 é Propaganda and the exercise of factor of drinking water: But here is the Remedy. . . 


been concentrated on the more spec- ; y 

tacular and dramatic aspects of A.R.P, By A. V. WESTON 

For example, anti-gas measures, fire- 

fighting forces, demolition squads, 

ambulance units, emergency power and Just a few quarts or gallons put into In nearly every case I found this in- 
lighting plants, air purifying apparatus, bottles or flasks amd tucked away in adequate—this alarmingly inadequate— 


Staml-by food supplies, etc.—all these shelters wich the rest of the stores. water supply. 

things have received first class urgent Throughout this country I have The capitulation of many European 

attention. visited firms of all sizes and have cities, Warsaw, Rotterdam, and others 
Gut what about drinking water? examined their A.R.P. arrangements. has been officially stated to have been 


hastened—not by gas or fire—but by 
water shortage.and danger of violent 
cpidemics through water pollution 
caused by destruction of water and 
sewage mains by bombs. 

In the absence of air raids on this 
country the inadequacy of little bottles 
of water stowed away in the shelters 
has so far passed unnoticed. The 
responsible individual in each case has 
been able to refill them every day by 

Continued on page 30. 





Ab ow This is water: stale, polluted with bacteria and almost everything eise 
from naturally formed slime to cigarette ends, Treated and passed through 
the simple apparatus shown on the right it is converted into crystal clear and 
invigorated drinking water. The hand is shown holding the chemical reagent 
(supplied with the apparatus) which first purifies the water bofere |t passes 
for final treatment through the smaller cylindrical part of the apparatus from 

which a user is shown (right) drawing a supply for drinking. 


Aight: Essentially simple and portable this water sterilization apparatus 
constitutes one of the most vital of all A.R.P. needs. Water for purification is 
put into the top tank and the chemical reagent provided is dropped in, pure 
drinking water can thereafter be drawn off from the lower tap as shown. While 
unlimited quantities of water can be treated the top container is purposely 
limited to a capacity that enables it, even when full, to be portable. This is 
important as the apparatus may have to be moved quickly from point to point. 






























































€ AS OUTPUT IS OF THE UTMOST IMPORTANCE . .. 

CAN YOU TOLERATE | 
FIFTH.COLUMN ACTIVITY | 
in any form? 


HERE are routine office duties in your organisation. 
which, unless tackled efficiently, will sabotage your 
efforts to keep ahead of schedule. They are vitally 
necessary: you must get them done; you cannot 
run your business without them! What are they? 
Invoicing, Day-Book Recording, Works Orders, Inter- . 
House Records, these are your necessities. Yet pro- 
ducing them without a plan means loss of time; means, 
too, that extra hours and extra energy will have to be 
devoted to them at the expense of other more im- 
portant matters. Get them done quicker, easier and 
at less expense—get them handled by Primus Con- 
tinuous Stationery and you've scored a victory over 
old-fashioned methods. 2 




























continuot 


STATIONE 











saves effort! 
saves money! 


? 


CARTER DAVIS LT! 


QUEEN ELIZABETH ST. - LONDON - S.E.1 . HOP 0204-5-6 













































































=, : 
pol ‘ful, never-failing tap. How 
limplicity we rely on it. 

In the comfort of our domestic 

circles at* home. as well as in our 
businesses the turning on of the tap is 
ihe most natural thing in the world. It 
never lets us down. 
But.visualise just for one moment a 
single bomb, a 500 or maybe a 1,000- 
pounder, crashing down among the 
great water mains that run below the 
roads and elsewheré out of sight but 
not out of reach of these projectiles. 
Just one explosion like that and 
thousands cf long faithful taps would 
no longer answer to the touch. 


ashed Mains May Take Weeks 
To Repair 


L Folds in a flash; 
extends in an in- 
Stant; strong þe- 

f cause it's steel, the 
[f Packaway is a master- 


[7 your office or factory 
now ..., its usefulness: 
wili prove a blessing! ; 


Carriage 55/- paid. 


‘Try tö imagine it: No Water! What 
garthly use would be those few odd 
quarts or gallons stored away in 
buckets, vacuum jars, bottles, tanks or 
whatever you have. 

In a real raid your staff will need far 
[more than a few sips of water to 
] drink. 

lam not being pessimistic but I can 
state definitely that, especially among 
female sta£s, there will be faintings 
and many other minor disabilities quite 
apart from the possibility of wounds 
rand serious injuries. It will be essential 
to have no: merely a few gallons of 
stored water bul a great supply of it. 
Smashed water mains may take days, 
even weeks. to repair, because of the 
probability of their being submerged 
under thousands of tons of debris from 
‘demolished buildings and other wreck- 





m the Midlands recently 
ching a full-scale practice of the 
.Poarrangements at a big firm. The 
Jeniployees knew the practice would be 
held but they didn’t know when. They 
did not even know the day for which 
it had been fixed. The result was that 
when the alarm went many of the 
2,000 women staff were genuinely 
scared. In a very mild way something 
of the conditions of a real raid were 
thus reproduced. 
Yet, despite the reassurances of the 
majority of the workpeople that this 
was only practice one woman fainted 
and in fallmg put her arm through a 
glass window which badly cut her 
wrist. Another woman, in her haste, 
fell down some steps and sprained her 
ankle. f 
See how easily, under the mildest 
conditions, casualties occur. For these 
two cases, and there would be many 
more in a real emergency, plenty of 
water was required. . 


aily, in offices all over the country, 
pists are bitterly complaining of 
ere backache. As a result they get 
/ork weary and their typing becomes 
slower. 
fice workers are to be kept alert 
happy they must be supplied with 
ting that gives them correct spinal 
pport. ^. EVERTALUT steel works 
seating is scientifically designed to 
eliminate fatigue and is a vital contri- 
ution tothe health of employees. 
trongly built to stand up to years of 
ard wear, 
Send today for informative literature deale 
g wi E VERUAUT Steel Works 
VERTAUT Ltd., Walsall Rda 
erry Bar, Birmingham 22, 


EVERTAUT 


STEEL OFFICE SEATING 


MEEPS WORKERS ALERT- a 


A 


Any of This Water Can 
Be Utilised 


Now then, with the mains water cut 
off, or.with sewage leaking into them, 
how can an ample. supply -of pure 
water be ersured? Cue. 

e answer is in the use of an 
apparatus specially designed to convert 


pure drinking water. S 
ith water mains- disrupted and 
belching thousands of gallons of water 
all over the place craters and cavities 
in the ground will fill up. Also in many 
places ponds and rivers are handy;: 
then there is always the possibility of 
wet weather and the consequent 
collection of water everywhere. With 
the apparatus at vour command all this 
water can be quickly and simply 
purified. A 
Better still, preparations can be made 
to store beforehand really large 
quantities of water in reserve. Little 
regard need be paid to the condition 
ot this water; no need to renew it 
every day or to store it in a few little 
bottles. Large size galvanized tanks 
can be put underground in the shelters, 
filled once and then left without 
attention. No matter how polluted this 
water becomes the sterilising apparatus 
will convert it into pure drinking . 
water. MU 


Contaminated Water Soon Be- 
comes Perfectly "Safe" 


| know this because from the tap of. 


one of these filters I have drunk water 
that was put into the container at thë 
top as a stinking liquid that one. 
couldn't even see through. It was water 
irom a stagnant pond contaminated 
with all sorts of filth. a 

Treated, this disgusting stuff came 
out crystal clear and half a dozen of 
us drank some. It was not only 
indistinguishable from, but was in fact 
ihe same as, normal mains tap waters. 

Doctor Ernest Suckling, M.B., B.S 
ctc, of the Counties Public Health™: 
Laboratories, has tested one of these 
filters. He made four tests: 

(1) Laboratory tap water artificially 
infected with laboratory culture of B. 
Coli. 

(2) Similar water specially heavily 
jniected. with the same culture. 

(3) Tap water polluted with 5% 
sewage, a pollution so heavy as to 
gonstitute “sewage effluent.” 

(4) Thames water collected in the 
City where the water is known to be 
badly polluted. 

In every case the filtered water gave 
a "ni^" reaction to tests. In other 
words, it was perfectly “safe.” 

This matter of drinking water, then, 
is of the most vital importance; on it 
may depend far more serious consider- 
ations than are governed by any other 





gas. 





Are you organising your Sal 
vage and Anti-Waste efforts? 

Read the article on 
E Page €; 00 














section of A.R.P.. not even excludingy 055 
























STEEL OFFICE rue Ne 
write for illustrated fist LTD. 
ps us : Erdington: 
Birmingham: 










INTERNATIONAL. TIME RECORDING CO. 


Head Office: 


FRA DIG" FOR O 





USE A TIME RECOR. 


NO! Not with the new 
INTERNATIONAL 









It is an office machine that's different. 

It shows and registers the time, yet 
has no clock face. 

no handles or levers to 








manipt 
It is accurate and UNE efficient. 
It is strea 
It registers 























ister their time. 
that. punctual 











Phone Temple Bar 584 







112 STRAND, LONDON, W.C.2. 


International Works, Beaver Lan 











WASTE PAPER 


can be turned into valuable packing 
material by the 


* ECONOMIC" 


PAPER SHAVING MACHINE 
* 


Wood Wool is scarce 
and dear. Make your 
own Packing Material 


* 
The 


'ECONOMIC 


will produce 


4cwt. perday 


“Larger models available. 


* Over 100 Sold or in Use 


| HUNTER PENROSE!” 
109 FARRINGDON RD., LONDON, E E. C4 


TERMINUS 1661. 











One Machine does the work 


Continuous Form Billing in addition to regular typit 





NORTH CIRCULAR ROAD, LONDON, 








Your typewriter actually does the work of two m 
when used with "'Fanfold" Continuous Form 
because the many time and money-saving metho 
Continuous Form Billing Machine are added to xli 
advantages of regular typing. 












"Fanfold" Continuous Forms typed over our 
effect savings in Billing time and eosts, ranging 
to 78%, without affecting the operation of the typewr 
for regular correspondence and other purposes. 





"Fanfold" Adapter places no strain whatever 
typewriter carriage; because of the very 
struction and operation there is nothing 
order. 











Telephone ; GLAdstone $477 (3 finest 


That. is ; dis * tatandang. recommendation to 
se who wish to make the best of themselves 
their occupations, in all their recreations, and 
their social and, cultural relations. 


dine written in the Pelman Course is 
plicable to sonie aspect of human life 
The. intention of every word in the 

bar to men and women the 

(hey can develop their _ powers 


; essfülc-so "that, on the 

hand, they will mak and use occasions for 
fb:and advantage apd, on the other hand, be 
/ ease in. Any company. Both conditions are 
cessary. to. complete self-respect and a full life. 


ins ruetional sb shows themi, in exac 
: apply the principles of Pn u 


that this Course was: 
- only." Substantially. this is 86. 
tional notes and letters of advie 
personal to the individual. 


The revised Course is fully explain 
Science of Success." The Cours 
teresting and fakes up very lette tin. 


: (Established 
; Pelman House, Bloomsbury St., 


over 40 ye 


wouLp YOU use 
N ANTIQUE CAR 


people are 
ng equally antiquated record-keeping systems. 


OBIN LOOSELEAF BOOKS 


üe a modern record system. They are made 


“Of course you wouldn’t—yet many 


ën standard sizes. Many standard record 
Wes are kept in stock and leaves ruled and 
to individual requirements can be supplied 

ort notice. 
Bend. for trial outfit: take 


cial offer: 
ROBIN LOOSELEAF BOOK, 
maroon buckram, with 
x and 200 leaves (ruled feint 
ledger -please state which 
. 11/6 post free on 7 
approval, 


advantage of this 


rx a, 
Ap 


days 


| as; numerous as petrol 
London and the larger cities, however 
-gas stations are increasing in number. 


Vans on Gas 
Continued from page 16 i 
most serviceable for the 30 cwt. vans. 
This volume will give, on straight 
Bonus a range of about 20 miles. 
When having the gas filing point 
installed on your premises make : sure to 
have.a large capacity (2,000 cub. ft.) 
meter.put in, this speeds-up the time 
necessary to charge a gas bag. With 


‘this size meter it takes us from. 15 to 20 


minutes to fill each vehicle. 

Gas-filling points in towns through- 
Out-.the country are not yet of course 
Stations. In 


gas under- 
facilities. 


majority of municipal ¢ 
are providing 


—-— 


Cuttin$ Down Workshop Costs 
Continued from pege 19 


The, result was a perfect casting | 


free from cracks and distortion. : 

In the second example, difficulty wa 
‘xperienced due to the unusually thi 

or facings on a bedplat 

the metal underneath (a 

«n in Figure 3), cooling diffculties 
liminated. 

diy, trouble was experienced 

a number of surface plates 2ft. 

A.5ins. X liins. Webbed on the 

ith two bosses (as shown in 

“4), the bosses were the cause of 

spongy metal. On investigation, the 
bosses were found of very little use 
and were removed; the results were 
very Satisfactory. Here again cost 
could have been saved both i in foundry 
and machine shop, if the found Iry 
superintendent had seen the « drawing 
before the pattern was made. 

Note: In view of the urgent need 
for utilising all methods of simplifying 
work and cutting down production 
costs we considered that the above 
short article would be of particular 
interest to many of our readers. We 
have therefore reproduced it from 
the well known engineering paper 
Machinery Lloyd o£ Leicester —Ed. 


VENUS PENCILS are 
incomparably smooth and 
long lasting, their standard 
of quality never varies. 
MADE IN ENGLAND 


KNOWN THROUGHOUT THE 
WORLD. i 


If you have any difficulty 
in being supplied, write 
direct to the address From ëb 
below for sample, stating softest. to 
which degree you prefer. 9h, har 





DON'T TAKE 
THE RISK 


of heavy loss through 
Boiler Explosion, Lift 
or Crane Accidents or 
Breakdown of Engines 


EO 


The "GENERAL," with a staff 
of  highly-qualified — specialist 
engineers, will for a small annual 
fee provide Insurance, combined 
with the regular inspections: and 
reports required by the Boiler 
Explosions Acts and the Fac- 
tories Act 1937. 


For. information apply to: 


GENERAL 


ACCIDENT FIRE AND LIFE 
ASSURANCE CORPORATION, 
LIMITED > 


Engineering Department? 
General Bdgs., Aldwych; London, W.C.2 








` appliance, system and 


Scientific Seating 
FOR INDU STRY 


Write on PEA heading for 
'£ s. d. BOOKLE? 


on Scientific Seating 


to LEABANK CHAIRS Ltd. — 
13, Imperial Buildin: 
ip 


Subscribers are entitled to free advice 
on any problem arising in their own 


businesses under the following heads: 


Management (budget- 
ing, costing, statistics, 


Fransport Cinbarnal 
sti 


reduce 
increase 


“pening, (to 
costs and 
eclenay). 


“methed). insuranes (business 
Machine Acetg. (any. and personal cover, 
“special problems). Factory Act, ete.), 


Service Department 





use, Tallis Street, T 





“OFF ICE EQUIPMENT 


SISALKRAFT 


TRADE MARK 


BLACK-OUT BLINDS 


The most important necessity for 


CIVIL DEFENCE 


«Approved, by Government Departments; &-ply con- 

struction makes them water, wind, and tear-proot 

absolutely opaque... Cheaper and more effective 

‘than ordinary air-raid blind materials—ior any type 
of window. 

s sample ar and prices-t to— 


Established 1857 1857 


/61 ALDWYCH HOUSE, LOND JÓN 


ROAD TRANSPORT _ 
‘TRANSPORT SPECIALISTS 





- Consult us with your 
-Haulage Worries 


London and Birmingham 


LLMUTH, LIMITED 


— Reliance 3877-8. 


parks, CARD INDEX | 


= He knocks but once! 


Sonic NEW AND 


OFFICE MACHINES FOR SALE 


"3j", 
Guaranteed. 
Southwark Street. 


12 column 2, 
Price: £65. 
S.E.t. 


Comptometer. Model 
Condition as new. 
Central Buildings. 





| MONTREAL 
TORONTO 


OFFI ICE FURNITURE - 





Tel. MANsion House 0188 Est. 1828 


A. HUNT & CO. 


3 BULL’S HEAD PASSAGE . 
GRACECHURCH ST., E.C.3 


BANK and OFFICE FITTERS 
JOINERY MANUFACTURERS 
ELECTRICAL CONTRACTORS.’ 
‘and SANITARY. ENGINEERS 


HESE spaces provide an excellent 
opportunity for regular adver- 
tising at moderate cost. They are ideal 
for bargains, special lines; etc., in used, 
office’ furniture, machinery, plant, and 
all kinds of ancillary services an 
supplies for business and industri: 
undertakings. 


Full particulars of. rates, etc, 
wil gladly be forwarded on. 
request to Specialised Advertise- 
ment Manager, “Business,” 6 
Carmelite Street, London, E.C4. 
Telephone: CENtral 9891. 





BATE-2/6 a line (average 7 words to a line). 
Minimum 3 lines costing 7/6; each additional line 


or part of a line 2/6. Box No. counts às one Dne = 


, and is to be paid for; replies are iri riesjgicde 
f charge; 219, discount for 3 insertions, 59 for 
6, 109, for 12. Payment with order for Maea 


] einsertion. Display panels 24/- per single column 


inch. Discounts as- above. Special rate for — 
"Appointments Wanted"; 3 ínsertions for the 
` price of 2, 





e Opportunity i is a timid fellow. When 
he does come to our door he knocks 
but once—and faintly at that. There- 
fore, it behoves us ever to be on the 
watch 


|| Columns of BusiNEss form a really | 
| | excellent place in which to keep such | 

i 

| 

i 

| 

| 

| 


a watch. For the many small adver- 
tisements here contain amongst them 
a wealth of opportunity. All are 
worthy of your attention, for who 
knows—there may be something in 
this very issue of direct interest to 
you, So follow the lead of the know- 
ledgeable ones by keeping a watchful 
eye on the Classified Pages of Busi- 
NESS. Sooner or later you'll be glad 


for him—and the Classified | 


STEEL CABII 


PROMOTES HEA LTH | 


Daring 


whe! 


ir Purifier 2/8 
Postage Qi. 


óZoNOL LABORATORIES 
Nem Wharf Boad, Do 
"Phone: TERMIN 


Staff Time’ Checking and deb 
Recorders (all makes) for quick cash 
condition.—Write '*Betarcol'" 
Whitefriara ‘House, Tallis 


RENEWED 
YOUR 
ADVERTISEMENT 
? 


* 


CONTINUITY BRINGS 





RESULTS 















‘Coin Chan ers. Wage Payers, Cashiers, Calculators, Time Recorders, 
Appliances Adding Machines and Duplicators HIRED AND REPAIRED 
R STOCKTAKING 


THE 
NO-MORE 
ERROR 
LINE GUIDE 
* COPY. 
HOLDER 
saves the 
typist's time 
and your 
notepaper. 
Tap the lever 
and the line 
guide moves 
down. 
Price, as 
illustrated, 


30/-. 
And cheaper 
model,  21/. 










MATL OPENEB 
IN QUARTER 
Time. 




















































8 col. to add from 1d. to £99,999 19s. 11d. 

9 col. to add from 1d. to £999,999 19s. lid. 
also for ordinary numbers, decimals, etc. .» 

` Band and electric models with or without 
pore wide paper carriages. : 

No Modern Office can afford to be without one 


THIN EDGE ERASER 


Acts like propeller pencil, always clean and 
Sharp edged. Best quality nickel plated, 2/6. 

2nd quality nickel plated, 1/2. > > 
Refills 1/6 per dozen. 5 


ROTARY CALCULATORS ALL MAKES 
FROM £10 109. j SPECIAL OFFE 
F M calculations. 
Multiplies, divides, NEARLY NEW 
dd ubtraets : " 
in 1/10th time taken Ledger Posting, Book-keeping 
to do so mentally | and Accounting Machines, 
15X 10X98 
Tens transmission in Loose Leaf, Fanfolds, or Book 
Writers, with or without 
Adding and Subtracting of all 
makes, at bargain prices. 



















al dials from 
£29 10s. 
Write for details. 








NO MORE ERBHORS—JUST USE 
YHE GUARANTEED ADDOMETER 


Rapid Automatic Addition and Subtraction. 
Rests fiat on the books, For English and 
Foreign money. Decimal or Ordinary Figures 
and Feet and Inches. etc 


“J 


“wee BIJOU QUIET PORTABLE 


Its quietness and light touch are real aids to 

efficiency, while its; compactness, lightness, re- 

liability and beautiful work make it THE BEST. 

With four-row standard keyboard, complete in 

ease. (Weight 8 lb., nearly 2 Ib. lighter than 
: . al) other 4bank portables.) 


* "c£14 14s. Od, 
> S-bank models from 
















FOR POCKET 
OR DESK 
So Simple Any- 
one can use it. 


in Piush-lined, | 
ducoid case. 































3 98. öd., c a Size 
complete in case. —Há ix21X4 in, 
ELIMINATE Lose | us | USE ORDINARY STAMPS &] 95/- 
paaup BY USING - s 7 SAVE 805/, IN POSTING TIME : post free. 


"BAFEGUARD And let your business.getting letters look Whep:ótdering state for what purpose required. 
_ THE BEST : ike personal letters with actual postage Alsö a cheaper pocket Adder for ordinary dures 
stamps by using the TAPPIT stamp affixer. ^ *and Indian money, in case. 30/- post free. 











"OSHEQUE © 
PROTECTOR ~ 
Used by leading Banks and firms. Do you realize 


that an altered cheque is your own: liability— 
Great Bargain £10 10s. each. ý 


AN makes of Cheque Writers at 
half, usual prices. Ask for list. 
: ; BARGAIN 
OFFER 
Fire-resisting and 
Vermin-proof Steel 
Office Cupboards, 
finished art green, 
lever jock, . dupli- 
cate keys. 


2ft, high 
14 in ide, 45 /- 


Cheaper and quicker than a post marker, all J 
"stamps. fixed, checked and counted in one 
operation. British made and guaranteed. 
i ‘Price £5 5s. 
























hes 





AUTOMATIC SELF-SEALING GUM- 
MING PENCIL. Very useful for desk, 
applies liquid gum to papers. 1/6. 
post frée. Similar Article in Rubber 
to apply moisture to stamps and 

























LETTER 







































A big aid to ^ gummed paper, envelope sealing, etc., 
18 in, wide efficiency. — 1/8, post free. 
18 in. deep, All A. lift — BARGAINS in FILING CABINETS 
6 ft. high, 2 ft. |, AR = PRESERVE : 
wide; ein. deep, | interchangeable, YOUR LETTERS 


swing out of 
way, leave desk 
quite clear. 









and Records from | 
dust and fire by 
using our Art Green 
Vertical Steel 
Running 
CABINETS 
4 drawers, 4to, from f. 
£4 19s, : 
à drawers, f'cap, from 
£6 69. X 
Locks 18/6 extra. 


: us ;. TEMPORARY TYPISTS 
: A KET 74,CHANCERY LANE (Holborn | 
KES Ee Bes g Works: Great New St, E.C4. London, 


"printed for the Proprietors, BUSINESS PUBLICA : V LTD. The Carlton Press, Chesham. - 
: and published by Proprietors eir Off etri: His. St E.C.4. 'Phone: Central 9891. 


P as illus- 
trated. £5 
| All Carriage paid. 
Other sizes in stock. 
Half. the price of 
ood. 


























wood, Number of Trays per Set. sompe wiih post 
8 i " r : A " an bing for wa 

DEUM for MON Material of Trays. 4' Trgve % Frays 2 Trays or desk. All inland 
Box Files, Letter | Light or Dark Oak ; 29/6 A carriage paid. ; 
TAYS. © I pproximate interna 

Other Furniture Real Mahogany à i è „0 dimensions of trays 
equally cheap. =- EX Rae MH 184 X94 X2$ inches. 
























[HE COMPLETE JOURNAL OF MANAGEME! 









ERS— 


Cash Registers, Coin Changers, Wage Payers, Cashiers, Calculators, Time Recorders, 
and All Business Appliances, Adding Machines and Duplicators HIRED AND REPAIRED 


SAVE TIME—HIRE AN ADDER FOR STOCKTAKING 
DDOGRAPH ra b Tum QR THE RA dad eae 



































Simplest Portahle : | D OR MI z IN QUARTER 
Adding, Listing à : TB Line aume | [ult ME 
Machine b cop Y. LETS busy office, no torn | 
HOLDER Cheques, ete 
Delightful saves the £2 ?5. post free 
typist's time 
and your 
notepaper. 







Tap the lever 
and the line 
guide moves 
down. 
Price, as 
illustrated, 
30/-. 
And cheaper 
model,  ?1/-. 































8.6ol. to add from 1d. to £99,099 19s. lid. 
ccol, to add from id, to £999,990 19s. lid. 
| "also for ordinary numbers, decimals, etc. 
‘Hand and electric models with or without 
wide paper carriages. 
No Modern. Office can afford to be without one. 














ROTARY CALCULATORS ALL MAKES 
FROM £16 105. 


For all calculations. 
Multiples, divides, 
adds and subtracts 
in 1/10th time taken 
to do so mentally 
15x10x8 
Tens transmission in 
all dials from 
9 10s. 
Write for details. 
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Writers, with or without 
Adding and Subtracting of all 
makes, at bargain prices. 













NO: MORE ERRORS -JUST USE 
THE GUARANTEES ADDOMETER 


Rapid aromati Adaitioù au BL ery | 
n dee Rests fat on the books. For English an 

THE &HuOU QUIE : : : 7 Foreign money. Decimal or Ordinary Figures 

E - freien uM touch’ are peu T ‘ = j É E ; and Feet and inches. etc 

efficiency, while its compactness, lightness, re- s ` n : 

liability and beautiful work make it THE BEST. e M zy upset T POR, fOCKET 

With tour-row. standard keyboard, complete in.. } f 1 ; ME 

case. (Weight 8 lb. nearly 2 Ib. lighter than : > 4 Dun s 

all. other’ 4-bank portables.) 






























So Simple Any- 
one can use it. 


in. Plush-lined, 
ducoid case. 

















£14 Aaa 0d, 
shani models. from 














9s. Size 
eomplete in case 2 , Àn., 
ELIMINATE. Los» USE ORDINARY STAM Bur a 
FRAUD. BY USIM SAVE 805; IN POSTING T M s post’ free. 


And let your businéss-getting letters lo 

like personal letters with actual postage 

“stamps by using the TAPPIT stamp. affixer. * and Indian money, in case 

Cheaper and quicker than a post marker, all Ë 

stamps fixed, checked and counted in one 

operation. British made and guaranteed. 
: Price £5 5s. : 


Whe: ordering state for what purpose redd. 
Also a cheaper pocket Adder for ordinary figures 
30/- post free. 

























Used by leading Banks and firms. Do you realize 
that an altered cheque is your own liability- 
; Great Bargain £10 108. each. ` 
Ail makes of Cheque Writers | at 
half usual prices. Ask: for list. 
BARGAIN 
^O FEE R 
] Fire-resisting and 
Vermin-proof Steel 
-Offiee Cupboards, 





















finistied art green, UN i9 UE ; ue : : 
: i I 4 AUTOMATIC SELF-SEALING GUM 
cen T A Dp [PD Smingine a i MING PENCIL. Very useful for desk, 
1 Detachable ! applies liquid gum to papers. 1/6. 















)tt. high, 
14 in. i. 45/- 


12 in. deep, 


post free. Similar Article in. Rubber. 
to. apply moisture to. stamps and 
gummed paper, envelope sealing, etc... 

1,6, post free. ) 











LETTER THAY SET. 
A big aid to “= 



















30 in. high, £3 

18 in, wide, efficiency. : 

te neh re BARGAINS in FILING CABINETS 
i off, are: iNET 

Vide ed Wer interchangeable. à 












swing out- of 
way, leave desk ^ 
quite clear. 







as illus- 

trated. £5 
ii Carriage paid. 

Other sizes in stock. 

Half the price of 
i wood 










s 





















e: Nw t Number of Trays per Set. d Rt hl pont 
sentia - 5 fitting for wa 
ing Backs, jer, | Material of Trays. 4 Trays 3 Trays 2 Trays oe desk. 5 il inland 
Box Fites, Letter | Light or Dark Oak 38/6 33/6 29/6 carriage paid. i 
Trays. ` y Approximate interna 
Other. Furniture . Real Mahogany 50j- 45/- 40/- Picelir ple of trays 
equally cheap. Steel, Fshd. Art Green 50/- 45/- 40/- 133 X91 X27 inches. 









4 drawers, 4to, from 
£A 















4 drawers, fcap, from i 
£6 59. 
Locks 18/6. extra, 


Phone: Holborn 3793, or write for Bargain Lists and Particulars. TEMPORARY TYPISTS SENT OUT. 


L= TAYLORS TYPEWRITER MARKET eet SANE ess ia 















dietatin 
m aehin 


Underwood 


The DICTAPHONE gives you a new control, specially important in 
Marie: over. every executive task . because— 











You dictate exactly when you want to: at any speed, for as fon 


















(as you like. 
Learn about the > You. are independent of the presence: of. your’ secretary, 
Dictaphone. ne . 
or 'phone to-day ; : 
for Whats n. She goes on typing while you. dictate. - She saves all the time 
Dffice Anyway?" - : 
Go * usually spent in writing shorthand—two hours a day at le: 





and thus is able to take work off your hands. 


Both of you gain in efficiency and double T capacity to get thing. 
done when you dictate to 


™ Dictap 


TSO seth. THE DICTAPHONE €O.. LTD. 


LSO get. 
pret e of (Thomas Dixon, Managing Director), 


the DICTAPHONE f Dept H., Kingsway House, Kingsway, London, W.C. 2 


TELECORD.It 
1 makes an automatic Telephone: HOLborn 4161 (five lines). 


record of telephone 
talks and messages - 
and saves congestio. 
on the lines, 






à 


MANCHESTER: 8 Deansgate, Deansgate 4483/4. BIRMINGHAM: 321 Broad Street, Midland 3228/6. GLASGOW: 

9 Bothwell Street, City 4951/2. BRISTOL: 3 Unity Street, Bristol 23015. LIVERPOOL: 187 Tha Albany, Cantèn 

4343. LEEDS: 1 Albion Place, Leeds 3141/2. NEWCASTLE: Royal Buildings, Bigg Market. Nowcaste SYN. 

“DUBLIN: eae Chambers, Lower. Abbey Street, Dublin 72811/2. BELFAST: Bedford Belame $T peri 
cx Street, Belfast 22764. * 












COVER 


| 









Yes,—but how fast c 
Sounds, it is unfair to y 


our staff to e 
their escape to the 


shelters whil 
records long distances to safety, 


What is needed is à type of Safe or Safe-f 
to stand where work is actually being c 
moving the records to safety is 
Protection at the point of 
And this is Supplied by Library Bure 
Equipment Which is certifie 
Tesistance well above the 
average fire, 


d to provide 


London, 
xford Street, 
ees (Phone : Chancery 8888). 


Vital Records must 
first be made “safe” 


an you do it? When a Raid Warning 
Xpect them to delay 
€ they carry business 


le designed 
arried out, so that 
8 matter of seconds only. 
operation is the vita] requirement, 
au Certified Safe 


a margin of heat 
temperature engendered in the 


; ire-Resisting Equip- 
parti f Li Bureau Certified Fire-Resisting 
ins : usar dt bein di eben Write to Dept. A40. 


LIBRARY BUREAU LTD. 


UD the proper tlace of Safety—and he on 
W.C. I. A 





SEM 


i a 





































The Library Bureau Certified Safe-Ledger 
Tray. With self-locking, balance-weighted 
top. Ina matter of seconds the accounting 
machine operator can see that records are 


ier way to the Shelter. 


pue ERN 











The best systems and equipment 
are Gledhill Brook. British 
entirely. Suitable for every type 
of office or factory. Write for 
.copy of new book, " Ve Means 
Money." 


unm. cq cs 


38 Empire Works, Huddersfield. 



















TIME RECORDERS LIMITED 











‘Oh. isn’t this man a 
fumbler * thought the Lady Buyer. Yes, 


there's certainly one thing lady buyers don't es 
and that's fumbling travellers. To sell to s 
ou must be slick and business-like, and 9t E 
nies ae all over the country are ee 
their travellers, with aona rd as 
i time, 

Mla a rs ee of goods in perfect order 
ae seen, You get down to business straight 
i Bd. a NORCO. Strong, light, weatherproof 
snd chile, NORCO Cases will last a lifetime and 
i made to suit all classes of samples. 


NORCO 


SAMPLE 
CASES 


^ lst of stack models 
ae ae and mani 
facturers : BREXTON Ltd. 
“Ernest St, Birmingham, 1. 
London: 38, Woburn Place, 
Russell. Square, W.C.1. 
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GIVE THEM THE BEST 
POSSIBLE PROTECTION 


CONSOL 


SHELTERS 


for KEY PERSONNEL 


CONSTRUCI 


NICKEL WORKS ERD! 
BIRM INGHAM in 


Where Ww A G E s are 


direct to the employee, or previously placed: 
envelopes, tins, or other pay receptacles de 
BRANDT is of great value. 

YOU PRESS ONE KEY, whether it is fe 

or 9/114, and IT 1S PAID IMMEDIATE) 


FREE Booklet "A PRYING CONCERN" feo 
+ , * eae ee 
BRANDT CO. LTI 


41 FURNIVAL STREET, LONE 
e Hoi 3175. 











Devices for High-Speed Multiple Recording 








that Increase Output and Reduce Errors 


EGRY PRODUCTS will fill. every 
multiple recording requirement of 
your business—if handwritten through 
the use of an Autographic Register 
or if typewritten by the use of a Speed- 
Feed typewriter attachment. 

Speed is imparted to the operation 
through the use of continuous stationery 
eliminating the interleaving and deleav- 


Now more than ever speed combined 
with reduction of waste effort and 
possibility of error is of vital import- 
ance not only in production opera- 
tions but also in internal records in 
works and office. 

The equipment is inexpensive, easy 
to operate and can be adapted without 



















ing of loose carbons at each set of 


Changing existing systems. 
writing or typing. 


Our staff of experienced Representatives is 
, at your disposal to demonstrate its application 
without any obligation to you. 


Write or Phone: 


EGRY LTD 


WARPLE WAY : ACTON > LONDON - W.3 


Telephone: 
SHEpherds Bush 8577 





THE 
SPEED-FEED 
ATTACHMENT 


UTOG RAPHIC 
“GISTER 


Telegrams : 
Egrycompak, Ealux, London 














50 /. Faster Sorting 


THE AMBIDEX SYSTEM 


Cuts out waste effort. 


with | 
Automatic Feed 


[IJ 


. 
Simplifies and organises sorting. 
Meets individual requirements. 
Recording, 


* Speeds up Filing, Ledger Posting, 


Invoicing. 
* Provides instant reference to papers. 
* Saves Postage. 
* Saves Stationery. 


* Accelerates the flow of work throughout the 


British Made. 
Office. 


For the low price of £17 10 0 the small office can now 
p the same advantages as the larger office using our 
Type E/3 Electric Model. 


INTERNATIONAL COIN COUNTING 
MACHINE CO. LTD. 


Office & Works: 


College Road, Cheshunt. Waltham X 3364. 


Showroom & Service Dept.: 


133-141 Rosebery Avenue, London, E.C,.I. Terminus 5255 


Write for booklet: 
“The Modern Office requires an Up-to-date Method of Sorting.” 


A M BI DEX 


EQUIPMENT COMPANY 


Emergency Address : 


13, KEYNSHAM AVENUE, WOODFORD GREEN, 
ESSEX. 


Telephone: Buckhurst 3317... 
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LOOSE LEAF LEDGERS 
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OIN THE ADVERTISEMENT PAGES 
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@ One brief glance at any Cope-Chat Visible index Trag for W 
will answer these questions in relation to your Orders, Joba o 
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PRODUCTION MUST INCREASE ! 


Do you know ?— 


1. The position of any order in your works. 
2. Relation of performance to promise. 
How the department or the machines are ©“ loaded," 
Where and when overtime is necessary. 
orders are faring. 

Plant and Machinery Maintenance (History and 


How ‘Priority "' 


if you have a works organisation query we will be glad £o have an opportunity for 
service. We have catered for hundreds during the past 40 years. May we help you? 


THE COPELAND-CHATTERSON Co. Lt 


EXCHANGE. HOUSE, OLD CHANGE, LONDON, EC 4 


i d 2285 [5 


| Telephone : 


IN THIS 






ISS 


TINE RECORDER: 


TYPEWRITERS & AGDESEORIES 
Ti ‘e vey ee 





TYPEWRITER BILLING ATT ROR 
MENT 


Egry Lid. 


VISIBLE INDEX 


£5, 
Von 








WATER STERILIZING 
Mortimer C 








Machines. 


es) 








AN IMPORTANT OUESTION 
with a Happy Answer... 
* 
Did you know that your typing staff 
could quite easily produce 30. 


more work, in the same time, 


at the same cost, and with 
far less effort? 


* THEN WERE GLAD TO KNOW THAT YOU WILL?SOON USE 
PRIMUS CONTINUOUS STATIONERY 


QUEEN ELIZABETH STREET : LONDON, S.E. 1 
HOP 0204 




















HEN the war began the 
particular electrical components 
: made by this firm were being 
“turned out at a steady 10,000 a month. 
Apparently every square foot of 
space in the factory was in use and 
every man busy. But, with government 
contracts in hand we stepped up output 
from 10,000 a month to 39,000—near 
enough an increase of 400 per cent. 
This increase was not easy, for the 
product is complicated, made of many 
parts, intricate not only mechanically, 
but electrically. These very compli- 
cations, however, offered the greatest 
opportunity for saving. 
^02 We regrouped machines into straight 
lines. Formerly the plant had been 
departmentalized, with milling machines 
in one department, lathes in another, 
and so on. 
Machines were regrouped according 
to sequence and operation. If a parte 
"s. needs first a lathe, then an automatic, 
“«then a milling machine, these various 
“machines are together in a straight linee 
in. the correct order of operation 
vprocesses Each piece of material, 
<o starting as a rough piece at one end of 
“othe hne, reaches the other end a 
completed part. 
| © This ideal cannot always be lived up 
to, but we learned how to approach 





nearer and nearer to this ^ ideal in 
practice, 
As far as possible, parts to be 


assembled together are made in two 
parallel lines side by side. When the 
two parts reach the ends of their 


o respective lines, they are- brought 
- together immediately upon an assembly 
belt and start along a new line 


composed of assembly: processes. Mean- 
‘while "other subassembly groups are 

made in other near-by double or triple 
Hnes, are subassembled with-the least 
^ possible motion. 
“Two savings followed immediately 
rom. this rearrangement, .a vastly 
quicker turnover in raw: and finished 
k, and a very low Stock. on the 











v LIBRARY. X 
GS 


By improved methods of working, that is how th 
comparatively small firm was able to turn over to war pr 
duction and quadruple its output. 


line and no bottle-necks: that’s it, in short 


From an Interview with the MANAGING DIRECTOR 


(Censorship Regulations prohibit the name af this firm being publi 


production floor. Instead of. having 
truckload after truckload standing 
beside machines and blocking the aisles, 
the floor became clear of stock as if by 
magic. 


. Great Essential is To Keep 
Floers Clear 


A great deal of material can con- 
gregate on a production floor. In fact, 
it must, unless manufacture is in 
straight lines. One of our assemblies 
has 20 parts. These 20 used to be routed 
to 5. departments, under 5 different 
foremen. Each foreman needs a pool 
of supply of each part, to be sure his 
men and machines would never be out 
of work. These pools of material 
between departments form an enormous 
aggregate. Straight-line production 
nearly eliminates them, Reduction. of 
material automatically cut the overhead 
expense of taking care of this material 
through supervision, stock clerks, 
truckers, and*tracers. 

For this 400% of former production, 
we added no more space, only a few 


machines, and only 25% more 
production men. 
When we saw our first heavy 


contract coming to an end we assumed, 
naturally enough I suppose, that. we 
should get another immediately and so 
carry on, 


contract wasn. 





But this dant happen. The |a 
wed 1d 8 


















































A straight-ahead flo: 


slumped right back to sometht 
than our pre-war levet. 

After having guadru 
tion this situation rather 
but soon we were 
gone through this proc 
It at least left us à 
plant available for i 
new products. — Fina 
most important, we ha 
how to secure maxi 
and we could app 
whatever new products w 
io. fill the gap Droug 
conditions over which 
control. 

That is exactly what we did, 
we had decided upon our n 
to fill up the factory our whe 
ization fell into step on t tne fa 











we hz 


which had become ingr 
organization was of i 
on the new work. 
So we were able to plan m: 
of these new products very n 
from the start. 





article which can den 1 
hand, yet we applied ib i ; 
the very same principles that are 
on the assembly line m any large $ 
that is up to date. 
True, the assembly line, 
mile long in some f 







































































bout three feet long on short strap- 
jron legs. The four legs of each little 
‘bench rest in a steel track made of two 
ngle-irons, laid on the top of the 
sembly table, the length of the room 
about 100 feet. One line carries the 
oduct in progressive assembly from 
)rocess to process, the slides being 
ushed by hand from one worker to the 
D as fast as each man has finished 
$ process on the product. 


peed of This Process Automat- 
ically Timed Itself 


Overcrowding at any man’s station 
ould be immediately noticeable and 
would necessitate greater speed at that 
point, or an additional worker. Thus, 
“workers time themselves with some- 
what the same regularity as a mec- 
anical conveyor. The nroduct arrives 
ii a steady stream at the end of the 
line. 

: The next important new product to 
laid out in a separate job of its own 
d the advantage of all our previous 


experiences with straight lines. Here 
stead of moving material from 


ocess by hand, we were able to 
ovide belts, mechanically moved. 
In the latest product added to our 
ine we have made still more intensive 
ise-of straight lines. Even steam-heated 
ovens, for seasoning and drying, are 
‘ed wherever neet ded i in the chain of 
cesses, just as if the ovens were 
achines. This saves motion to and 
foni ovens, or across the room, a 
icularly annoying form of motion. 
rupting steady assembly. 
traight-line, intensive layout can be 
made quickly if subassemblies are 
properly coordinated. 

It was February Ist. when we decided 
on greatly increased quantities of a 
‘certain product to meet a large, new 
contract to run steadily. Ten weeks 
ater this new part of the plant was 
“turning out 700 to 800 finished units a 
day. Since then, by further refinement 
“this production unit has increased its 
“pace to about 1,700 finished assemblies 
va day, but from zero to 800 in 10 weeks 
‘was a very good performance. 

In that 10 weeks we had to design 
ools, beginning at the very bottom, 
hen make the tools, try them out under 
“actual manufacturing conditions, buy 
machines and install them, determine 
üpon necessary auxiliaries, purchase 
and install them—and train our men 
‘to the new product. 

UC We needed a large, open floor space, 
cand found it in our foundry. 

» Castings had been largely replaced by 
other alloys, we were buying most of 
"our castings from outside, and the 
‘small remaining proportion of castings 
did not leave it worth while to devote 
Uto them. a building which might be 
better used. 

The foundry had only one story, but 
this had been. built high to give room 


d.floor at the level of the crane 


W rking slides a few inches wide and” 


So we decided to insert a . 


of the new ; production item. 

“The laying of this floor, hs the way 
is our only piece of new constructio 
during ouf great increase of production... 

Wherever a process seems to take an 


undue proportion of space or time im 


the straight-line layout, a special 
machine may increase the quantities, 
and cut time, space, and motion. For 
instance we found that one small but 
necessary operation tended to create a 
bottle-neck so we designed a special 
little machine to do this job. It was 
inexpensive, worked perfectly as part 
of the progress line and cut out all 
delays. 

Similar precautions to eliminate delay 
have also speeded-up other departments. 

A good deal of experiment was 
necessary to create, in 10 weeks, a 
practical, self-contained division func- 
tioning profitably. But here we followed 
a plan we have found always useful. 
The experiments were performed away 
Írom the production shop itself. As an 
illustration, we perfect new tools in a 
tool developing department. Our tool 
designers base their designs on broad 
previous experience with similar kinds 
of work. But the very minuteness of 
their experience has shown them that 
no tool, as designed in advance, can 
possibly have the perfection that will 
come to it after a backward look at its 
operation on its own particular job. 
There is always a little adjusting or 
improvement possible from theory into 
practice. 


This Dept. Tests Tools Before 
They Start Work 


So after a tool is built it does not go 
directly into the production shop, but 
to an exclusive developing department 
composed of versatile expert mechanics. 
They see how it stands un in actual 


production. 
The foreman makes use of the 
developing departmemt to try out 


improvements of his own, Formerly he 
might have had a good many ideas, but 


never the time to test them out. Now 
he says, “Try this out for me. I think 


it will save some money for my depart- 
ment." Then the matter is handled as 
definitely and promptly as if it were a 
sales order. 

If the foreman. comes around with a 
brand new method, we have a simple 
test for it. We take it if it satisfies 
either of two conditions—it must be not 
only new but faster, without being any 
less accurate. Or it may have equal 
speed with the old method, but be more 
accurate. 

These two simple tests prevent a 
foreman or any of us from installing 
some pet method simply because it is 
different. 

By intense planning and preparation, 
the foreman is furnished with a 
production unit entirely prepared for 
high output. He is also furnished with 
a production quota. He is held to strict 
account for his quota. If he falls 
behind today, he must make it up 


_ tomorrow. 


is laid off as a straight 
y shortage in last. week's 
plotted as a dotted line 
above the diagonal. Then when the 
new week’s s production is plotted we see 
at once qhrther it falls below the 
diagonal, is rising above the 
diagonal sufficiently to wipe out last 
week's shortage. 

Weekly dispatch charts on each con- 
tract are maintained and these charts 
serve to keep our dispatches steady. 
This has the effect of clearing all floors, 
and keeps to a minimum the stock of 
finished parts lying by. 

'These charts help us to show all the 
foremen why they must synchronize 
their work with that of the other fore- 
men. They give us, so to speak, a 
straight line for the entire shop. 


Steady Programme of Cost-Cutting 
Made Possible 


Successive refinement of straight-line 
methods has cut costs greatly. On one 
important item at least'the cost has 
been cut by 40%. Labour costs have 
also been reduced, for example on one 
item composed of 50 parts involving 
1,000 operations, some of them very 
delicate, labour cost was cut by 20%. 

Two or more products in the same 
plant may be so arranged as to make 
double use of facilities with the least 
travel. 

For instance, assembly of product A 
was moved to a shop directly beside the 
dispatch department. Product A goes 
into finished stock through one door, 
or directly to the loading bay by merely 
passing through another door where 
the proper recording and packing is 
done. 

On the other side of the same dis- 
patch department we now have the 
assembly and final testing of product B, 
so this product also is dispatched with 
the same speed as product A. 

* Material for all products comes into 
the same receiving and inspection 
department. Then it goes into various 
*directions, depending upon the material. 
If it has to be held even for a day, it 
goes into raw stock. In most cases the 
material is shunted directly from the 
receiving room, after it has received an 
inspection, directly into one of several 
departments, depending upon the nature 
of the material. No time is lost from 
the receiving door to the first operation 
in the department handling the product 
of which the incoming material is a 
part. 

Our rearrangement into straight lines 
had to be carried out in a plant which 
had not originally been constructed for 
straight-line manufacture. Ideal con- 
ditions for the straight-line layout did 
not exist. We had to be satisfied, as so 
many other manufacturers must, with 
doing the best we could. If our factory: 
had been constructed for progressive 
manufacture, we could do still more. 

Straight-line manufacture is some- 
times faster if a long line is broken up 


Continued on page 31. 



















From an Interview with 


The MANAGING DIRECTOR 
Of a Well Known Manufacturing Firm 


AMILY allowances is one of those 

large social questions that has 

lately become more and more 
closely identified with industrial, man- 
agement, 

In the past family allowances, like 
profit-sharing, has been an extremely 
contentious. subject. Economists, trade 
unionists and other industrial-political 
; factions have hotly debated the prin- 

-eiple-ofit.and, where a case for it has 
been “sustained, the contest has con- 
tinued as to whether State or employer 
* should be responsible for its ad- 
ministration. 


Successful Management Implies More 
than Cash Profits 


FAMILY ALLOWANCE. SCH EWE 


As. from the Directors have destdad 
to pay family allowances to those marrisd men om the 
permanent factory utaff who have more than ond child under 
school leaving &gs. 


The grant of an allowance is sonditionsi opon the 
production of whatever satisfactory evidence and taformetian 
the Board may, in its sole discretion think desivatis. 





The allowance shall be an amount of Sf « gar week iu 
respect of the second and every subsequent child ander 








. Clear sighted business executives, 
however, long ago realised that suc- 
cessful management involved consider- 
ations beyond those of mere cash 
profits. They appreciated that one of 
those considerations was certainly a 
close unity with employee well-being, 
and they saw clearly that an important 
contribution in this direction was some 
form of financial aid to the employee 
bringing a potentially useful family 
into the world. 

We regarded the question of family 
allowances from this wider angle. We 
looked at it from the point of view of 


the national as well as the businesse 


interest. 
While therefore, the subject re- 


school leaving age provided that ia no case shail an allons. 
exceed & sum which, when added to the appiis&pt'z sortal 
weekly wage, amounts to £5 per wésk. 


Forms of application and informations az to the $eopé 
of the schene may be obtained from Mr, Sonas. 


This simple announcement, 
which included a statement 
of the terms, was the only, 
but quite adequate means 
of notifying the staff of the 
scheme’s inauguration. 


The basic object is of course. to 
enable the married man, who is doing 
the national duty of producing a 
family, to bring up that family in 
proper conditions. It is to help. him 
maintain a standard of living. (and 


mained (and still remains) a matter ofe hence of health and efficiency) that, 


debate among the political-economists 
wé followed the example of many 
progressive firms and put into effect 
a scheme of our own. That was in 
the spring of 1938. 

Since that time things of course have 
changed very much. Just how much 
-needs no reiteration here. 


In War Employee- Welfare Still 
More Vital 


In war, however, we believe there 
is greater need than ever for industry 
to take this wider view that embraces 
employee-welfare as one of the vital 
responsibilities of individual. manage- 
ment. 

In detail, family allowance schemes 
differ considerably. Their object, how- 
ever, is the same in principle: that is, 
to. subsidise every married male em- 

"ployee (within certain wage classes) 
for every child he has over and above 
“stated minimum. 








owing to the expenses of an increased 
family, he might otherwise be forced 
to abandon. 





H. G. TANNER. 
Managing Director 

E. $. & A. Robinson Ltd., 
Bristol, says... 


E have had a system of Family 

Allowances in operation in this 
business simce 1917 and are so satis- 
fied with the results that we have 
extended its scope to our fourteen 
subsidiary and associated companies 
operating in England and Scotland. 


We have found none of the dis- 
advantages feared by those who 
hesitate to support a plan the social: 
advantages of which are out of all 
proportion to the. cost involved. 



























By order of the Board. 


Director aod Seseetery 


Opinions vary as ie th 
setting of a scale of family z 
Some firms, for example, ma 
tribution for each child i 
one; other firms pay or 
second child. Again, s 

their allocations five shill 
per child; some more, some 
ferent firms, too, have diferent opi 
as to the wage limits within which € 
scheme shall be confined. 

Outside factors such as ihe type: 
trade and the standards of wages y 
also affect decisions in regard to fa 
allowances granted. 

Varying factors notwithstanding; w 
became convinced of the soundness 
the idea in principle and made our ow 
basis which we considered equable T 
all concerned within our organization 















No Elaboration Necessary to Start 
The. Scheme 


The terms we laid 
clearly seen in figure 1. 
reproduction of the sot seni 
informing the staff of the inaug 
of the scheme. 

In putting our scheme into 
tion no elaborate a 2 
goné.into. It is sometimes j| 








Allowances to Defeat Inflation. 






Says D. R. 



































LTHOUGH the term Family 
Allowances might be applied to 
the scheme which we commenced 
on December Ist, 1939 it does not 
strictly define our “ideas. 

During November, 1939 we had a 
‘request from our employees for in- 
creased wages. We knew that with a 
gradually rising cost of living general 
increases in wages were inevitable, but 
we shared the view held so largely that 
increases were to be avoided, if poss- 
ible, in order to defeat the tendency 
vards inflation. 

recognised that the rising cost 
iving was pressing heavily on the 
r families, and we therefore sug- 
ed to our employees that we were 
epared to make an allowance which 
ould tary according to the individual 
Orker's responsibilities. From the 
beginning of December, 1939, there- 
fore, we gave all our factory workers 
of both sexes (whether on time or piece 
work) of 18 years and over a war 
onus of 2s. a week and 1s. 6d. a week 
to those under 18; and in addition, 
married men received an allowance of 





WALTERS 


Secretary, The British Xylonite Company Ltd. 


ls, a week for their wives and ls. a 
week for each child under the age of 
15 not at work. 

Thus, a man supporting a wife and 
two children receiyed 5s. a week. 

This scheme applied also to the 
clerical staff and lower paid members 
of the administrative staff since all 
grades feel the burden of the increased 
cost of living. 

Our employees accepted the scheme 
as a genuine attempt to distribute an 
increase in wages so that the greatest 
help was given where there was the 
greatest need. 

We are proposing from July Ist, to 
double the above allowances and to 
raise slightly the level at which they 
will be paid to members of the ad- 
ministrative staff. 

From the point of view of manage- 
ment we can say that our scheme has 
been very favourably received by our 
employees and we have the benefit of 
knowing that we have had no difficulty 
in obtaining the necessary productive 
workers at a time when many indus- 
tries are in difficulties for staff. 
















o introduce an idea of this kind to a 
Jarge staff it is necessary to sound 
the 'general assembly' and to hold some 
sort of ceremonial at which members 
of the executive present the proposal 
with impressive formality. 

In our case we did not think this 
procedure was necessary. Our only 
‘intimation, as I say, was. ‘this ‘circular 
notification. 

Where possible we prefer to have 
iple rather than spectacular methods. 

























of ours has proved fully y 
Newcomers to the stall provided they 


sometimes projects of this kin 
thers. such’ as group life insurance, 
pension schemes and so on are prema- 


sed. on th grounds of the 


inflict, vote d s of ; t 
already fully 

















family allowan scheme of ours the 
amount of work involved is negligible, 


as can be seen by the simplicity. of the 


orms reproduced her 
Looked at from the point o í 
"addition. to.the wages load it ca 


“atthe. family allow- 


"ment at.people re- 


«ceiving | extra | pay © 


“Ing exists in other 


dn nd to this. 


again be said, that in our case, the 
extra burden is so slight that it is 
hardly measurable against the total 
wages paid. 

In part explanation of this it must 
be explained of course that in our 
organisation mar- 
ried men constitute 
no more than twenty 
per cent. of our 
total number of fac- 
tory employees. The 







{Block Capitala) 












bulk. of our staff 9] Christian Hanes 
comprises female Address .....eeeeeeee 
labour. 

t Another criticism 

sometimes levelled 








ance. idea ‘is that 
such a scheme tends 
to arouse jealousies 
among. staff. Indivi- 
duals not in recefpt 
of allowances itis 
contended, are apt 
io express resent- 





Neme of child 





that bears no appar- 
ent relation. to the 
actual work they do; 
Whether this feel- 


eiPPlicht ion. 





companies I cannot 





This simple form, and on ^ 
its. reverse a record of rate 


Surname of Applicant 


I hereby apply éor a Family Allosance,of 
legally responsible for the following children who are maintained by 


me in the care of (1) .....c sees OR AT T TEE I IZ eae 


tet th nn ng eee eee eee eee eee ee CeCe ee eee eee ee ees 


The relative birth certificates are attached hereto. 


Any further information which may be required in support of your 


I hereby certify that the above information is complete and trus. 
I also understand that the maintenance of and amendment to or discontimu- 
ation of the family allowance is within the sole discretion of the 
Directors and I undertake to bring to their notice any circumstances 
affecting. any allowance which may be approved. 


Signature of Applicant 
Date .......e eene 


(1) State "my wife" or whoever has care of the children 
(2) State address at which children reside. 


say; speaking, however, for our ow 
organisation which, naturally, I-know 
intimately I can say quite definitely that 
no such jealousies have been anywhere 
expressed or have given any indication 
that they exist. 


Quite Definite Effect as A 
Labour Stabilizer 


Quite apart from the wider aspect 
of direct social benefit brought by the 
family allowance scheme to employees 
within its orbit it can also be said of 
the scheme that it definitely benefits 
the company as a labour stabilizer. 

In the fifteen months since the 
scheme began to operate we have not 
lost a single man from among those 
whom the scheme affects. 

In these days when jobs at high 
wages are open in scores of industries 
throughout the country the question of 
the stabilization of trained labour is 
an extremely important one. While it 
is fully realised that the industrial war 
effort has first call on trained man- 
power every manufacturer in the in- 
terest of preserving his business as a 
vital national asset, also wants to re- 
tain as much as possible of his own 
trained staff. Any expedient or con- 
dition therefore that will reduce labour 
turnover is something to be adopted 
and encouraged. 

While, therefore, the economic and 
political “experts” are welcome to 
carry on debating the principles in- 
volved, this company does feel that in 
the meantime much good can be done 
with family allowances put into real 
practical effect. 









N POR GRANT FAMILY 
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per week. I am 















Date of Birth If at school state full 


address of same. 




























Signature of wife or person having 
care of children. 


Metossatsesoenssosuneoseesoopoeen 

















Helps and Ideas for Better, 


Personnel Managers Can Help Keep Employees Work-Fit 


Says Dr. DONALD STEWART 
Consulting Physician, Late Medical Officer to I.C.I. 
Speaking at Boxfoldia Ltd. Staff Conference 


al Neg health of industrial employees 

' is based on two things: preven- 
tion of sickness and disease and the 
prevention of accidents. Sickness may 
arise from a mental illness, and in such 
cases labour managers and all with super- 
visory positions in industry can contribute 
as much as a good doctor." 

Quite apart from the fundamental 
job of hiring and firing, every executive 
in charge of labour has the still greater 
responsibility of ‘maintaining content- 


ment. This imples an enormously 
wide range of work and calls for ex- 
perience, patience, sympathy, tact and 
an unassailable integrity. But if a per- 
sonnel manager will combine these 
qualities and exercise them in recon- 
ciling differing temperaments and 
human susceptibilities in these trying 
days then he will be doing a tremen- 
dous thing towards banishing many of 
the physical ills that result directly 
from mental upsets. 


Helping New Employees to Avoid Accidents 


N al new employees at a well 
known firm making small metal 
goods, the need for safety-first is par- 
ticularly impressed. When the new 
employee starts to work a member of 
the firm's safety committee contacts 
him or her at least once every day for 
the first week. 
The purpose of this is tactfully to 


get the newcomer to understand the 
real need for safety first in the inter- 
ests of health and output and to impress 
the point that the firm itself is doing all 
it can to provide this safety. 

For the first three weeks the new 
employee receives in the pay packet a 
slip bearing the message: "In this 
organisation we do everything possible 


War Waste Rescued and Put to New Use 





Fig 1. War killed this Design 





Fig 2. New Design on Old Material 
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ation . 
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Another of this Erny 
pay 25 per cent. more thar 
rate of awards for a 
tions for any adopted 3 
tributes to the greater 
ployees. 


safeguard you 
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This Ban On Running 
Reduced Accidents 


B* issuing an order f 
ployees to run in 
stairways and elsev 
one manufacturing 
kedly reduced the 
accidents and injuries 

Most firms &nd 
especially young 


react to an } 
to run the morir 
signal goes, “This 





is not only a danger to 
but is also hazar 
older employees walkin: 
along. 

The ban on running 
forced in the factory : 
these times of much 
and pł al strain 








very wise one, 


New Way to Make 
Packing Cases Waterpr 


controlte 





MONG the thousands of good display jobs that became war casualties, GE C's ^ offer. 
television announcement (Fig. 1.) was included, It comprised a permament frame t 
to carry, in a centre panel, changeable television programmes, But when GEC 


4 this 
year introduced a new radio model they ingeniously adapted the old television display 
units for use in the new model campaign. 





Details of the change can be seen,” The 
old surround, which was in the silk screen process, had another and more seasonal: 
design superimposed upon it, while the old programme list, was replaced. by a suitable 
picture. Since these display units were constructed of the now rare plywood a great 

saving of valuable material was thus made E 















vhich added the greatest 
members to: its Group 
preceding June. 28th re- 
ceived the most free Certificates, The Cer- 
~tificates were balloted for by the em- 
ployee-members of the Group. 
The scheme was popularised by the dis 
lay of special posters throughout the 
rganisation and by explanatory leaflets 


THEN the typist, acting in the in- 
terest of paper saving, uses the 
ack of a letter. for the carbon copy 
he will find it more convenient to in- 


UGGESTING ways in which to re- 
^. duce the percentage of skilled 
labour employed on non-productive 
york in aircraft and allied engineering 
hops a factory executive, writing in 
he Aeroplane, says: 
~~ “An actual examination of the re- 
ections made by the inspection de- 
partment would show that the per- 
centage of rejected parts is very 
small, and that in the greater part 
“of this small percentage of rejects 
“the faults found are very often 
trivial and obvious. In a reorganised 
“system of inspection (war-time 
“emergency) detail parts should be 
: Classified into two inspection cate- 
»gories: — (a) Vitally important 


IT MAY COME 
TO THIS 


Murphy Radio Ltd. send 
this significant picture 


O encourage return of packing 
cases and the stronger kinds of 
artons many manufacturers are offer- 
ng to their dealers a scale of cash 
allowances or credits. 
In spite of this many manufacturers 
y dealers are not responding suffi- 
iently. Their excuse is the allowances 











Good heavens, the scheme is not intended 

PAY anyone. Surely by now, that is 

understood. 

By withholding co-operation in this 

most vital economy of packing materi- 
! dealers are seriously hindering what 

imited amount of business can be done 






‘don’t pay" them to return the cases. ~ 





nserted in all pay envelopes. 

sat this time when saving for the war 
effort is such an urgent need, incentives 
of this kind, on a proportionate scale, of 
course, could be provided by most firms 
throughout the countrv. It is one of those 
things in which managements can take a 
popular lead as employees know now that 
in helping the country in this way they are 
directly helping themselves, 








Here Is A Time-Saver For Typists 
`C. BURDETT, Service Section, Fullers Ltd., says— 


more easily to see the references on 
the top of the letter that she needs to 
quote in reply. This simple idea is 
effective but it does not seem yet to 
have been adopted as generally as it 
might be. 





Reorganising Those “Inspections” 
To Make Better Use Of Skilled Labour 


stressed details, and (b) secondary 
fittings, such as the thousands of 
- clips and fixtures, screws, bolts and 
nuts, washers, and material made in 
automatics. 

At present the average view room 
or stores 1s congested at peak periods 
with material waiting either for in- 
spection or itemisation, a very large 
percentage ot which goes through 
without rejection. Even with the 
existing large staff of inspectors there 
is a constriction in the flow of pro- 
duction, and cases are known where 
articles have had to be rejected be- 
fore actual use. 

The following suggestions are 
made in order that skilled trades- 





More Packing Cases MUST Be Returned 






in these times. 

Manufacturers cannot continue to 
supply goods for which they. have no 
packing. Let that be realised. 









men, now employed in the view room, 
could be more usefully employed at 
better wages .in assembly inspection 
or actual fabrication, or as foremen 
over semi-skilled workers : 

(1) View Room inspection be ré- © 
tained for stressed parts—Class (A). 

(2) A foreman as charge hand in- 
spector be appointed to work on the 
bench checking details. 

(3) Inspectors for batches of auto- 
matics be allowed to do a percentage 
check om output." 


Gaiñ Time by Resting 


THE head of a manufacturing con- 
cern now working three shifts 
said to us recently that one of the most 
valuable pieces of equipment in his 
private office was a big lounge chair 
fitted with an extension to take the 
feet. "I allow nothing," he said, "to 
interfere with my 30 minutes complete 
relaxation in this chair after lunch." 
A medical officer later confirmed this 
practice as ^one of the best economies 
of human energy and a real safeguard 
to health in times of stress." 

But, this medical man stressed, the 
relaxation must be utter and complete. 
There must be no intrusion of business 
or other influences, or eighty per cent. 
of the effect will be lost. 

Many busy men who work at top 
pressure have the faculty for taking a 
short restful sleep or at least a blanking 
of the mind. These people find. them- 
selves regenerated by a surge of new 
energy. 

Others fear to adopt the habit be- 
cause, once they “let go" and take a nap 
they can't shake themselves out of the 
drowsiness which persists for hours 
afterwards, They lack control, but they 
can get it, by practice. 

"The great thing to realise is that 
short complete rest in the working day. 
s not time wasted but time and energy 
gained as it enables the energy-output 
to be kept up. 


Book For Young 
Accountant Executives 


Fundamental Principles of a 
Balance Sheet, by William Wolff, 
A.C.A. (Gee & Co. Ltd, price 1s.) 

Most accountants will remember 
how, in student days, they were warned 
against regarding a balance sheet as a 
statement of real values. 

What then is a balance sheet? To 
what end is it directed if not to value 
assets? 

The object of this small book, there- 
fore, is to describe the general goal of 
the balance sheet and the functions 
which it is intended to fulfil Tt is, as 
the author says in his preface, an 
attempt to answer that very simple but 
very important question: “What is a 
balance sheet?" Rei uh 
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Broadcast Music 


How it Speeds up Production 


UCH of the work in the nation’s 
great war effort involves mass- 
production and quantity produc- 
tion (the terms are not synonymous) 
carried on at absolute maximum pres- 
sure. This extra pressure increases the 
factor of boredom that even normally 
is inseparable from this kind of work. 
One of the greatest needs, therefore, 
if the quality and quantity of work is 
to be kept up to top level and the 
morale of employees is to be maintained 
is that this factor of boredom shall be 
combated by all the means that can 
be used. 
On this subject the Medical Research 





Council (Industrial Research Board in 
its Official Emergency Report No. 1, 
“Industrial Health in War”) says: 

“Take measures to alleviate boredom by 
varying the work and by providing dis- 
tractions, such as music, that do not too 
greatly alienate the attention.” 

Official opinion on the high value of 
music for this purpose has become 
unanimous. And it is significant to 
note that the B.B.C. has also begun a 
series of special broadcast programmes 
entitled “Music While You Work.” 

In peace time the arguments in 
favour of broadcasting music to em- 
ployees had already become established 
and familiar to many manufacturers, 
and these arguments apply even more 
definitely now than they did then. 

It is well known for instance that 
mass production workers indulge in 
day dreaming, as the work they per- 
form usually permits this without 
affecting output. In more pleasant 


-AN 


From an Interview with 


Miss E. M. SMITH 
. 
Head of Employment Dept., The Osram-G.E.C. Lamp Works 


times the dreamings of operatives are 
mostly of a cheerful nature, one care- 
ful investigation showed that over 
80% were of this kind. 

It is inevitable in war time, how- 
ever that the trend is towards less 
comforting reveries. To bear out the 
truth of this suggestion and to prove 
just how effective is the radiation of 


Fig. 1 (left). The radio, 
gramophone, amplifying and 
control equipment mounted 
at one end of the under- 
ground control room. 


Fig. 2 (below). Telephone 

switchboard room showing 

the general announcements 
microphone on the right. 


TEGERE 


music to counteract it, the typical re- 
mark of an employee in The General 
Electric Company Ltd.'s factory may be 
quoted: recently when asked if she 
liked the brfadcasting of music this 
worker replied “Yes, it helps to take 
my mind off the war." 

On the subject of talking among 
employees many executives express 
conflicting views, but in cases where 
it may be advantageous to discourage 
conversation the diffusion of music is 
undoubtedly a great asset. As topical 
gossip now is liable to be of an up- 
setting nature any factor that can be 


introduced to check it and to repiace 
it by something that influences happier 


and more inspiring topics is “vitally 
desirable today. 
The objections to talkir o mot 


apply to singing, and the fact that smg- 
ing of any sort is a wholesome escape 
from boredom, and a stimulant to 


cheerful feelings and increased activity, 


should certainly be borne in mund. 
Musical interludes are natural incen- 
tives to singing and in this light can 


be favourably regarded. 


Two New Categories Benefit 
From Music Now 


Apart from generally relieving bere- 
dom, reducing fatigue and a g in 
removing depression, the broadcasting 
of music is very effective now in two 
especially important categories. First 
there is the manner in which the ex 
tended wartime working day is appar- 
ently shortened by the introduction of 
variety, And secondly there is the way, 








it is believed, that apprentices and em- 
ployees engaged on new processes are 
assisted in quickly learning and be- 


coming proficient in a mon 
routine because the pro 
tertainment relieves its tediur 

Many tests have been made as to 
the percentage increas 
obtained when music i 
as results vary according to the type 
of work involved it is difficult to quote 
figures that can be used as a measupe, 

According to Report No. 77 entitled 
“Fatigue and Boredom in Repetitive 
Work” which has also been made by 


in pr «duction 


broadcast, but 
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the Medical Research Council Indus- 
trial Health Board, the average rise in 
production after installation, however 
1s usually not less than 6 per cent. 

It should be explained at this junc- 
ture that the apparatus required for 
the radiation of music to employees is 
known as sound reproduction equip- 
ment. A complete installation of this 
kind usualy includes provision for 
radiating gramophone music, broad 
casting B.B.C. programmes, and 
eral announcement facilities. 


gen- 


The apparatus required for radiating 


gramophone music consists of a play- 
ing desk and an amplifier, these being 
connected via a control panel to 
speakers placed in shops or workrooms 
as required. 

It has found that light music, 
especially dance music, is preferred by 
most workers, and as a rule orchestral 
numbers. predominate. The brisker 
rhythms are, according to industrial 
phychologists, more likely to encourage 
speedy work. 

Many firms encourage employees to 
bring their own favourite records so 
that these can be included in the pro- 
grammes. This arrangement seems 
always to be a popular one. It. tends 
also to stimulate discussion and argu- 
ment about the various composers, 
artists and bands. And this, to the 
extent that it keeps employees' minds 
in cheerful, harmless channels and 
away from war subjects, is an ex- 
tremely valuable factor. 

There is a great deal of difference 
of opinion as regards the best times at 
which to radiate music, but it does 
appear advisable to intersperse the day 


been 





with several periods of music of not 
less than 30 to 45 minutes' duration. 

Employees are of course likely to be 
at their peak efficiency first thing in 
the morning, and will again work 
better just before mid-day break, or 
before knocking off, as the anticipation 
of these events tends towards acceler- 
ated activity. 

Mid-morning and mid-afternoon 
seem to be indicated, therefore, as ideal 
periods for broadcasts. 

In the G.E.C.-Ofram Lamp factory 
where the installation referred to later 


Fig. 3 (left). Another view 
of the underground control 
room showing the micro- 
phone used for  A.R.P. 
announcements 


Fig, 4 (below). Part of the 

machine room in which the 

noise level is fairly high. 

The wide-angle projection 

born speaker installed can 

be seen at the top of the 
picture 
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has been made, the following time table 
has been used with success for the day 
shift which is from 8 a.m. until 5.30 
p.m. with a lunch period from 12.30 
p.m. to 1.30 p.m. 
Music between 8.45 and 9.15 
10.30 and 11.0 
3.0 and 3.30 p.m. 
4.30 and 5.0 p.m. 
For diffusing wireless programmes, 
besides the amplifier and speakers such 
as are necessary for gramophone music, 
a radio receiver unit is also required. 
If the radio is used as a supplement 
to gramophone facilities, in addition to 
the special programmes which the 
B.B.C. are broadcasting, there are fur- 
ther advantages to be enjoyed by use 
of the system. Programme items can, 
for instance, be varied to a 
extent, and the appeal of records of 
popular dance tunes is lengthened. 


a.m. 
a.m. 


greater 


System Is Invaluable for General 
Announcements 


Another benefit of the system is that 
vital news and special announcements 
can be broadcast to employees without 
disorganising production. 

The apparatus needed for general 
announcement purposes again com- 
prises and amplifier and speakers, but 
these are connected to microphones at 
strategic points, via a control panel. 

It is usual for:a microphone to be 
placed in an executive's office, or cen- 
tral control room, and a second wired 
to the telephone switchboard. Other 
microphones can be added as and where 
they are felt to be necessary, but they 
are not usually vital. 

By this means an executive can call 
any member of his staff via the 
speakers in the factory should the 
latter be away from his usual working 
place. The executive can do this either 


Continued on 












T last the tempo of industry has 
A quickened. Everybody (or almost 
everybody) has got a move on. 
The peace stroke really has become a 
war stroke. But numbers of Civil Ser- 
vants still catch the 5.5 home. A lot 
of machinery is lying absolutely idle. 
The scrap problem is still being played 
with. í 
On the other hand wonders have 
been accomplished. All of our steel 
plants are running a 160 hour week. 
For the first time in their history 
cotton mills are running three shiíts 
on aeroplane fabric. Lord Beaverbrook 
* telis us that the output of aeroplanes 
is more than double that of last year. 
So far so good. But we have still no 
cause for complacency. 


-Men and Materials 
Still Vital 


. ABOUR and materials are still the 
crux. Mr. Bevin has done much 

to make those at work produce more: 
Mr. Morrison has untied many miles 
of red tape at the Ministry of Supply. 
“Admittedly each has a Herculean task. 


But is either planning on a big enough e 


.$cale? Is either being ruthless enough 
with civil service routine? 
Business men still meet too many 
delays. There are still 766,835 un- 
.', employed in the country. Quite obvi- 
;.;ously most of them are in trades which 
“are not going to recover. Yet almost 
¿ nothing has been done in the compul- 
“sory transfer of some of the 146,000 
builders, the 112,701 shop assistants, 
"the 60,000 hotel employees, and the 
40,000 miners (of whom there will be 
; many more now) into war work. Prob- 
“ably 100,000 or more good workers are 
available. Still less about the use of 
compulsory powers to move capable 
younger men from luxury to essential 
trades. 












Mr. Bevin 
Please Note 
Fr is perfectly true that many of 


hese people require training before 
i sferred. But that is 





Now That Production 


Purchasing Power— 


Comes to the ‘Masses’ 


Writes CECIL CHISHOLM, M.A., Business Economist 


no reason for failing to transfer them. 





Already many employees are volun- 
tarily training women in three weeks 


to use one-purposé machines. I$ there ^ 
any reason in the: world why the | 
Ministry of Labour. should not use — 


two pools of really first-rate labour? | Thousands fjs 


similar methods to tap some of these 


Mr. Bevin has the powers; the workers 
have the will; the employers have the 


ability; why does Mr. Bevin not act? = 


shortage of workers throughout the TOTAL 


. IMPORTS 


whole engineering, aircraft and chemi- | 


I see no other way of meeting the 


cal industries. In the aircraft, unem- 


H 


ployment has got down to the purely | 
technical figure of 1-9%. In the whole | 
of the engineering industries it is | 
2:296, in chemicals only 2-996, which - 


means a famine in workers. 


This Muddle 
Must Go 


|: TOTAL 
; DOMESTIC 
, EXPORTS 


anything, the question of materials | 


F 
I is less satisf€ctory than that of 


labour. There are still great railway |—— 
luxury | 


| Ea LERBO 


engineering shops making 


lines because they are not familiar with 
others. i 
principle the Iron and Steel control is 


coaches; the departments still hug a | 
narrow list of suppliers for certain * 
; EMPLOYED 


No one understands on what | 


working. But it is certainly not the | 
scientific system of priorities used by | 


the Ministry oi Munitions in the last 
war, which ruthlessly eliminated non- 
essential production. 


|, COST OF 


Of course the Ministry of Supply | LIVING 


is really simply the Army Supply De- | 
partment. It supplies neither the Navy | 
nor the Air Force. As a result, there | 
is little standardisation between the | 
three Services, no interchangeability | 


of machinery. 

Finally, the census of machine tool 
hours still omits maintenance shops. 
And maintenance shops are the one 
place where much needed machine 
tools are run on short time. It is in- 
credible that this error should not have 
been remedied since it was called to 
the attention of the at 
six. weeks agg. 


uthorities nearly | 


: RETAIL 
|| SALES 


Leaves thé ‘Classes’ 
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Still Too Much 
-= Luxury Buying 


HE efforts to cut down consump- 

tion of luxuries and semi-luxuries 
are equally feeble. Shop sales for May 
are the measure of their failure. The 
value of sales was actuaily up by 
4-596 over last year throughout the 
country. Allowing for th: 17% rise 
in the cost of living, this shows a fall 
of only 12:566 in the year. 

No one will grudge Scots or Welsh 
workers, long unemployed, their in- 
crease in purchase of women's clothing 
and household furnishings by 34%, but 
- the rise by 27% in the North West 


and 22% in the Midlands is surely 


unnecessary. 

In May the London shops have done 
extremely badly again. A fall of sales 
by 2596 really represents a drop of 
42% when rising prices are allowed 
for. This is due partly to evacuation, 
— partly to the diminished purchasing 
p power of the middle class. 


Watch this New 
Purchasing Trend 


m passing of purchasing power 
from the middle to the working 
class is even more startling than in 
the last war. The Director of a great 
publishing house tells me that in a 
recent offer of a rather expensive hair 
shampoo in two working class journals, 
each pulled three times as well as the 
middle class journals. Two years ago, 
an almost identical offer got as many 
results in the middle class journal as 
from the other two journals combined. 
' The executive must watch these new 
trends. Where production involves the 
use of little labour and no essential 
material or machines, he can go full 
steam ahead. The tragedy is that feeble 
administration is allowing the produc- 
tion of luxury goods by people and 
machines that could be used for 
munitions and war supplies. 


Switch Luxury 
Trade Workers 


EHE gradual and intelligent transfer 
of skilled workers from the luxury 
trades to the essential industries is long 


i 
& p Tics ` 
overdue. The simples method would 
be to transfer whole factories to war 
work. When is a real beginning to be 
made on this simple piece of organisa- 
tion whith involves neither unemploy- 
ment nor enormously expensive equip- 
ment? Brains, ingenuity and skill in 
production management and in the 
brief training of workers are all that 
is necessary. 


Inflation Danger 
Still Encroaching 


EANTIME, the danger of infla- 
YH tion piles steadily up. The total 
of Treasury Bills out is significantly 
omitted from the last weekly Return. 


-6,250,000 workers netted weekly wages 


of £170,000 in the first five months of 
the war. The method of allowing 
wages to follow the cost of living is 
suicidal. 

Every such increase in wages simply 
paves the way for the next increase 
in the cost of living. The workers 
simply pay more in their competition 
for the limited amount of goods avail- 
able. Broad principles must be laid 
down for the control of wage levels, 
and they must be supplemented by 
wider price fixing and more rationing. 
No other means of avoiding inflation. 

'The new figures for national expen- 
diture witness the danger. Expenditure 
has risen since Lord Simon proposed 
his inept budget from roughly 
£3,000,000,000 a year to a rate of 
£3,500,000,000 a year. And there is 
no reason to suppose that the limit is 
reached. This will leave a deficit of 
around two thousand two hundred and 
fifty millions to be met. 

One of Lord Simon's mops to dry 
up this ocean of debt was the Purchase 
Tax. The date and rate of this tax are 
still mysteries as I write. With food, 
drink, fuel, rent, tobacco, petrol and 
children’s clothing exempted, the tax 
would have to be Ilvied at 121—1597* 
to yield even £100,000,000, a completely 
inadequate result from a far-reaching 
new tax. $ 

It is a pity that Sir Kingsley Wood 
did not kill this measure and substitute 
something more far-reaching. If the 
measure was chiefly designed to re- 
strict consumption, it is equally futile, 
for it affects only a fraction of even 
the luxuries that the public consumes. 
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Red Tape Still 
Strangles Exports 





NE of our simplest methods of re- 

ducing debt is to increase exports. 
Here, too, red tape is the enemy. Over 
100 export groups have been formed, 
but the narrow range of their powers 
limits their possibilities. When the 
new regulations as to exports and 
other matters are added, the difficulties 
for opening up new markets are apt 
to become overwhelming. Too many 
small concerns are giving up the job 
in disgust. 

What we need is more intelligent 
expert guidance, and less Civil Servant 
theorising in the regulations imposed 
upon business men doing an extremely 
difficult job. 

These things considered, the over- 
seas trade figures are surprisingly 
good: but they must be improved; 
business can improve them if it gets 
informed, and not amateur, co- 
operation. 


U.S.A. Our Biggest 
Export Market 


TANG of export, perhaps the 

- greatest single improvement in any 
of our overseas markets has taken place 
in the United States. As a result of 
war orders, the steel industry is again 
working to a high capacity; a residen- 
tial building boom is at last in sight; 
Car sales are again steady with a ten- 
dency to rise. The stage seems to be 
set for a genuine American revival. 
This will help us to export not merely 
to America, but to every raw material 
producing country from which she 
buys in good times. 

There are only two blots on the 
American picture. Eight million people 
are still unemployed, and the war has 
depressed instead of reviving the oil 
industry. But neither of these facts 
should prevent America from again 
reaching a high level of prosperity in 
the coming months. Indeed, such a re- 
vival within four months of a Presi- 
dential Election is quite phenomenal. 


Wanted : Realists, 
Not Dreamers 


ITH 1,600,000 men on service, and 

another 2,400,000 registered for 
service, a further decrease in output 
must be expected. If sufficient energy 
is put into training those now employed 
in non-essential industries and the 
women available, the decrease in out- 
put would be only a fraction of the 
fall in our industrial man power. 

We look to the Ministries concerned 
to act with continued energy. Actually 
a little more ruthlessness would be 
welcomed by responsible business men. 
After all, business breeds realists as 
certainly as the Civil Service produces 
dreamers. : Se 
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g ago a small specially 
signed advertisement of my 
ler from one of 

d furnishing houses in Rho- 
: king m me to design a complete 


-T record this short account ‘of how 
went about this job. because, by 
accepting it, my, position became simi- 
ar to that in which hundreds of small 
business executives, exporters, adver- 
tising men and so on now find them- 


facts. were these: I had no 
sowledge whatever of the South 
market; no experience of 

handling advertisements that must 
appeal to whites and blacks; there was 
¿neither the time nor the funds for me 
to travel to Rhodesia to survey the 


“Will you marry me?" 


Hf the answer is " Ikona!"—well, he had 
bad luck, and so did we of Ellenbor en's; n 


Eis marriage--no home---no furniturel 


Luckily most young Rhodesians, asking : 
“Will you marry me?" are accepted. On an” 
| average our young men get martied at the E 
age of 25 (5 years earlier than young men in if: 
England]. 
ditions are more. favourable and Ellenbogen's 
Easy Terms are easier (thoy charge 
for two years, packing and ralas x 
amy station in Northern and Southern ‘Rhos 
desia Now you know :why 
spinsters. are’ so rare i Rho: esi 


Why? Because our economic core 


“Will you marry me?” 


JOHN BARMAS 


Advertising Consultant who planned the Scheme . . 


had no data about the overseas market and no time oè- 


funds to travel there to get any. But with common sense 


and some ingenuity he found out enough on which to 


base his successful scheme 


market on the spot; and I had no 
friends or associates there whom I 
could approach to do this work for me. 

Despite this apparently thin looking 
prospect data about the Rhodesian 
market simply Aad.to be obtained. In 

fact I also wanted some fundamental 
information about furniture itself as 
] had never before handled furniture 
advertising either in South Africa or 
any other country. 

ĮI therefore sat down, lit a cigarette 
and asked myself: "When do people 
chiefly buy furniture?’ 

I at once excluded old people who 
might replace furniture that had be- 
come worn out. That sort of thing 


The advertising copy 
had to be ‘human- 
ised' but the colour 
bar between whites 
and blacks made the 
use of human figures 
impossible in this 
market. By pictur- 
ing familiar local 
animals the right 
idea was conveyed 
without violating 
local sensibilities 


Left pieture shows 
complete advert. On 
the right are some 
:»£ the- alternative 
» dings 


didn't happen often e 
advertising a chance. 
answer seemed to he 
ture is bought by people wk 
married. Obviously, 
furniture, my advert 
sor the idea of propo 
first step towards g 

So far, so good, ' 


These Important Pacis Had 
Be Established 


Now Í had to see whe 
conditions in Rhodesi 
proportion. of men 
there? At what age 
get married, on an aver 
months did most marriag 

Did people mostly live in 
their own or in flats? W 
of home life or of outdoor 
was their annual inc 
tion? What their chi 

Which slang expressi 
use? (Such slang would 
write copy that wouldn't 
London—it would read as 
written on the spot). 

I incorporated these quest 
questionnaire and took it d 
London headquarters of the 
Rhodesian Government. ir 
interview I obtained i 
proved that my idea of se 
ture m marriage was sound: 

(1) The proportion of men to worst 
was given to me as fes. 

(2) On an average young i 
married out there much earher 
they do in England. 

(3) Most marriages 
September, October 
are the months of I 
time, 

(4) 74 per cent. of RI 
in houses of their own; the re 
live in flats. 


is 4, consisting of 1 
bedrooms, 1 siting room, b 
O Kho 













ided nof to sell them furniture on a 
ome” appeal). . f 
(7) Hobbies were mainly big game 
hunting, shooting, fishing, etc. Almost 
‘every Rhodesian is trained to handle a 
rifle. Many are members of rifle 
shooting clubs. They are very fond of 
"wild animals (I used this fact) of 
which there is an abundance in 
Rhodesia. ; 
*"«8) Income and occupation of the 
white population was given as follows : 
Farmers (tobacco, maize, wheat, coffee, 
éótton growing, cattle raising), $20,000 
to: $24,000 p.a. Mixing (gold, silver, 
copper, lead), $20,000 to $30,000 p.a. 
(So they could afford to get married 
nd to buy furniture). 
(9) Contrary to England (where 
Friday is pay day) the Rhodesian pay 
‘day is at the end of each month. 
(Therefore I later advised my client to 
include the last day of each month in 
eur advertisement schedule, After all, 
furniture is a major expense. And a 
man is more likely to act upon the sug- 
gestion of' a furniture ad. if he's just 
eceived his monthly cheque). 
(10) Some Rhodesian slang expres- 
a 3-penny piece is called a 
y." "No" (emphatically) is 
1a." "Boss" is called "bass," etc., 
(I incorporated some of these 
slang terms in the adverts.). 











































| This Idea Side-stepped a Local 
* Prejudice 


This information confirmed my fur- 
ture-via-marriage selling scheme. Yet, 
hen I was told. that there is a strong 
mt. bar. between the whites and 
s of Rhodesia, I saw difficulties 
allustratine the displays with human 
ings. I side-stepped the difficulty by 
ng wild animals (of which Rho- 
sians are so fond) These animals 
ould be proposing to one another, 
ustrating the headline: "Will you 
atry me?" (see example). 
i South African Newspapers 
supplied me with a list of 42 wild 
‘animals in Rhodesia. This list was 
cextremely comprehensive but obviously 
<I could not use many of them so I 
thén asked what were the most widely 
popular animals: in. Rhodesia. These 
roved. to’ be elephants, giraffes, ete., 
so. these were included in my displays 
hile unpopular animals (rhino, big 
monkeys, etc.) were left out. 
As the animals were somewhat human- 
ed they should not create offence. 
eir job was to make the most timid 
aeueler ask his. girl: "Will you marry 
er 








the copy then goes on as can be 
ten inthe example. Notice how the 
cal.expression "ikona" (definitely not) 
Worked in, together with. other pieces 
nformation that make news and 
"propaganda. M" 

The second advertisement, featuring 
the heads of a. male and female giraffe 
above the standard headline "Will you 









put that question to a tall voun 


d the f 





marry me?", argued that "one eant“ 
g lady. 





Knows of Ellenbogen's Easy 
which have helped many a: bachelor. 








The third ad., showing two amorous © Rl son 
tion to say that these "Will you marry: 


elephants above the headline explained : 


"Tt was so sudden, so unexpected! But: 
there you are—it’s jungle life? And— 


mind you—it doesn't only happen to 
elephants . . ." 

Thus the copy was kept in light, 
slightly frivolous vein before leading 
into the definite, specific sales talk of 
facts. è 

The war caused queues before the 
marriage registrar's offices. A fact 
which I immediately utilised for a 
topical appeal. The headline was 
“Don’t let Hitler interfere with your 
marriage plans,” with copy that went 
on to develop this theme, 

Tt is too early yet to say that these 





, advertisements -have substantially 
332° i 











creaséd the -population of. the two 
4Rhodesias! But it is no exaggera-: 








me?” ads. have been popular. People. 
have looked out for them because they.» 
are light-hearted, good humoured, en- 
tertaining and above all—natural. Even, 
some experts have admitted that they 
are a welcome departure from the 
traditional furniture advertisement. 
And last-—but. not least—the adver- 
tiser has expressed his satisfaction 
about them . .. which proves that 
overseas advertising can be done from 
here without the cost of travel and 
personal ‘on-the-spot research, pro- 
vided common sense and a little in- ^ 
genuity are brought in to substitute. 






















Plan Your Direct: Mail to | 
Offset ne Higher Postage Costs 


By MARTIN H. PERRY 


Director, Wellington Press and 


IGH and dry above the almost 

. complete restraint of other forms 

or sales promotion, Direct Mail 

stands ont, its potentialities very little 
impaired, " 

True, the heavier postage rates and 
the severe paper rationing are factors 
to be reckoned with, but they affect 
direct mail far less than other burdens 
and restrictions have affected most 
other forms. of advertising and sales 
promotion. 

t 
Common Sense Can Overcome 


This Extra Burden du 


The increased postage I do not re- 
gard at all as a serious problem in* 
direct mail selling. This does not 
mean that I welcome it, but bearing in 





Only FACTS Sell 


€é"p' HE big point to remember in 
advertising to industrial men is 
that the most skilled copy-writer, the 
most conscientious advertising agency: 
in the land can't make anything out of 
hot air buf hot air. He can make it 
hotter and airier, but he needs FACTS 
to make the adverts sell." 
'That remark comes from a very well 
known sales promotioti man. “By. 
facts he means facts about the product, 
Facts as to exactly how and why it 
will benefit the buyer. 
This is worth bearing in mind when 
tempted to use up advertising space 
with loose, meaningless phrases, 
vague claims, dates about the: 
company's ancient history and estab- 
lishment, -bird's-eye views of its 
factories and so on. 








, employed has been useless and waste- 


Postal Advertising Services Ltd. 


mind that the cost of this war must 
be spread, and that direct mail adver- 
tising must bear its share, I regard it 
as a slight additional burden which the 
advertiser can offset almost completely 
by the use of a little intelligence. 
When direct mail was a halfpenny | 
a time many users of it dismissed 
postage as a negligible factor, and there 
is no doubt that they wasted it. They 
used old customer lists and lists of 
moribund prospects; they bought lists - 
from any and every source, and once ^. 
having secured or built:up lists they. w3 
spent far too little trouble subsequently = 
in keeping those lists up. s 
To-day, if direct mai : 
they will go through their customer 
lists with a fine comb. They will 
scrutinise their lists of prospects to find 
out whether they really are prospects 
and not just names, and when they do. 
buy lists they will go to a thoroughly 
reliable source and ask for—and pay 
for—intelligent co-operation. E 
As a result théy will send out fewer 
shots but they will save on postage 
cost £4 3s. 4d. per thousand, and they 
will get a better percentage of en- 
quiries, 









Vast Quantities of Paper Were 
Formerly Wasted 


Paper rationing is more sérious. But 
here again any observer of advertising 
during the last fifteen years: will agree: 
that much of the printed hterature’ 





ful. Seventy-five per cent of this stuff 
that has poured off. the presses has.” 
been notable only for its lack of selling | 


appeal. To-day paper.costs much mò 



































paper shortage has led to the 
evelopment by a London firm of 
w process that takes old news- 
ers, folders, booklets, posters 
any.sort of printed paper— 
erts it back again into blank 
yer for fresh use. 

"hé. principle is that the used paper 
cnl witha special medium which 












































n such aoad paper typing 
1 writing can equally well be-done. 
process of blanking-out by 
“superimposing a coating of “paint” 
may sound a little crude to anyone 
“<;who has not seen the treated paper. 
; Actually, however, there is nothing 
«rude about it. The regenerated paper 
is a perfectly effective article. 
‘The equipment for carrying out the 
process is a machine that costs a little 





Gna Make it in Your Own 


es a good sales letter produces 





Office 


over £25, but beyond this initial out- 
lay the processing costs are negligible. 

The unit will coat paper of a size 
up to that of a normal newspaper sheet, 
lt will coat 300 sheets an hour and 
can be operated by any intelligent 
junior employee. 

The treated paper takes about an 
hour to dry; it is then quite ready to 
take any printing process. 

Any business, then, that has a stock 
of old letters, publicity literature, news- 
papers, has virtually a supply of new 
paper. , 

An important point is that this paper- 
renewing process is not confined to one 
application. Paper can be re-coated 
over and over again and thus can be 
re-used many times. The only change 
it undergoes is a slight thickening as 
the successive films of the blanking-out 
medium are added. 





. Did the Goods Arrive to Schedule? 


From The Vase Press Ltd., Thrapston and London 


: o! of our difficulties, in common 
with most other firms, was that 
when we had despatched an order, at 
the time promised, we were inclined 
to sit back with the self-satisfied sense 
of having done our duty. 
By post at the same time we always 
sent a delivery note in duplicate, one 
which asked the customer’s re- 
¿ceiving clerk to sign and return to us. 
They “rarely ‘did return it, and 
‘ceased to expect it and didn’t worry. 
"Then sometimes there would be an 
awful shock, Customer would ring up 
and ask why we had let him down like 
this and not sent the goods as promised. 
“We would point out that we had not 
only sent the goods, but sent him a 
delivery note. He hadn’t seen that, he 
would say. 

Sometimes, of course, though very 
rarely, the fault was in the transport, 
and the goods would turn up later. 
More often the customer found the 
goods in his own warehouse, having 
been received by somebody who “didn’t 
now it was urgent.” 

We took to sending a post card if 
the delivery receipt was not returned 
once, reminding the customer that 
goods had been despatched and 
ald now have been received. This 
ed a lot of trouble, but an entirely 
rent. style of delivery note and 
p making. it very easy for the 
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we 


warehouseman to understand and to 
reply to, was better still. We now get 
receipts by return for over 90 per cent. 
of the goods we send out. 

That is just one instance of how 
careful planning of office and works 
forms can save time, worry, and ex- 
*pense. e 





Three-shift working throws 


In Food Manufacturing Plant 


EY machine in a large food factory 
broke down and production came to a 
standstill. Machine was of special design; 
would have taken months to get a new 
one. Welding repair was done over one 
week-end; saved hundreds of pounds to 
the company and enabled output of vital 
food product to be fully maintained. 


In Ship Repair Yard 


INDLASS cylinder burst: cost ofa 
new one listed at £75: earliest 
possible delivery tw th 






perience has shown that in am ^ 





Manufacturers Save Cash, Time and 


Materials by Modern Welding Methods 


great 

breakages are inevitable. Delay cannot be afforded yet suppl 

new machines and tools are still short. à 

cases, however, modern welding methods can effect the repairs in 
a fraction of the time and at great saving in cost. 


Engineering Contractors 
i i 


Repair by i 


Mention Price? 


In Most Cases It Pays 












ANY manufacturers in their Copes 
sumer advertisements and 
dealer window displays avoid m 
tioning price. Tf your prices ¢ 
than those of Se oa 
know it anyway. 
not to conceal the fact but to j 






In Any Case the Price 
Must be Justified 


lf the higher price ca 
fied by first-class spe 
the prospect can unde 
ciate, then your price pol 
mentally unsound. 


Similarly, if your price is k 
that of competitive count 
too, should be justified 
price” isnt good eno 
course it means lower 
and puts the product more 


the junk class. 























A lower price may 
better buying of materi? 
facturing processes, 
better all-round mana 
things worth advertising, 





A high price and a 
both be used as very 
inducements, if they a 
perly. Therefore men 
justify it. 


ie 
t 


and 
: ot 


strain on machines, 





[n the great majori 





welding cost only a few pounds and wa 
completed within 24 hours, 
RANKCASE of maín engine 
going ship cracked in m 
places, New crankcase w 
hundreds of pounds and over : 
raw materials would ha 
Welding repair cost less t 
price and required only few pomas 6 
materials. 





E RMY tank gearbe and 
: blocks repaired and put 
again at little cost and in one j 


the fone beguired to make new ones. 










JEN. assessing the effectiveness of a 
. poster, size, by itself, is not import- 
. ant. It is size in relation to the 
distance from which the design is 
ewed that is the predominant factor. 
Anything that falls outside a 60 
degree cone with its apex at the eye 
o0 big to be viewed as a whole. As 
ough and ready index it might be 
id that a design taller or wider than 
s distance from the eye is too big. 
Personally, I always work on paper 
t board 15 by 10 inches. This is, for 
me, the most convenient size of design 
for drawing and painting at my desk. 
The fact that the ultimate use of my 
Work is for, say, an advertisement in 
ich or for a poster, does not in- 
uence how I work. The methods of 
eproduction today are such that it is 
ssible to ‘reduce or enlarge enor- 
ously: without any detrimental effect 
-the design. 

















ize Makes But Little Difference 
To Design 


The fact that size makes little dif- 
rence fundamentally to design is not 
course an invitation to elaborate 
esign. In my opinion the more simple 
and direct is any type of poster, large 
"small the better the results will be. 
But here again a good deal is said about 
simplicity but not much actually is 
id to it. 
The trouble is, I think, that a good 
many designs are elaborated for the 
sake of giving them a more “substan- 
tial", appearance. This is an^under- 
tandable but a detrimental action. 
Personally I should always make a 


dding to the design without achieving 
he effect which I desired when I 
Started my drawing. 

This elaboration naturally tends to 
ake place when the first effort has not 
en successful in establishing the 
riginal idea, In an attempt to capture 
hat idea it is so easy to add something 
lere and something there, a little more 
colour, perhaps a border, and then a 
ittle more colour to offset the border, 
amd so on unfil the original idea is 
ompletely buried beneath a superstruc- 
ture.. In other words the designer, in 
in attempt to make up for a defect in 
is original work, has'added a lot of 
arinecessary detail and far from cor- 
ecting the defect he has only added to 
he faults. 

‘Apart from purely technical reasons 
for keeping a design simple and clear 
there are also such factors to consider 
as the speed at which the message con- 
veyed can be understood by the passer- 
and the conditions under which the 





point of destroying any work i£ I found, 
t had got to the stage where I was 


. Designing Small Posters ——— 
To make them doa Bigger Selling Job. 


From an Interview with 





effort must be made to capture atten- 
tion. 

It is quite obvious that the artist 
cannot afford to make a mistake, in his 
original design because the man and 
woman who is to see the poster: will 
see it only when he or she iş in a 
hurry. With big posters people will 
see them from fast moving vehicles: 
cars, 'buses, trains and trams. With 


the small poster, which is to be dis- 


played at the place of sale, the reader 
is probably in a hurry to get in and 
out of the shop or is being jostled by 
crowds as he or she walks by. In any 
case there is only a moment in which 
the poster can capture the attention, 
and it is no use capturing that atten- 
tion unless the message can be con- 
veyed instantly. Anything that is not 
quickly and easily understood cannot 
retain the reader’s attention long 
enough to influence the mind one way 
or another, for or against the product 
concerned. 


The Artist Must Not Let 
Himself Intrude 


In this there is again shown a need 
for not only simple designs but for 
work of an objective nature. The artist 
must not be allowed to intrude; his 
personality must not push itself to the 
front. 
subjective type of poster is produced— 
the artist will get between the reader 
and the product being sold. That sort 
of thing shows up very clearly where 
an artist or designer is trying to be 
clever and to "put over his personality." 

On the other hand this does not mean 
that the individual technique of this 
or that artist is not to be used. It 
must be used to the full extent if first 
class posters are to be produced, but 
that talent must be used to bring out 
the points that are to be made by the 
poster and not to confuse them with 
treatment and design and other things 
which might easily distract from the 
message being told or lessen the inter- 
est in the product being Sold. 

After all the public are interested 
not in the artist but in the poster. 



























Attributed to Dwight Morrow: “The world is 
divided into two classes of people—those who 
do things and those who get the credit. Try, 
if you can, to belong to the first-named elass; .| 
there is far less competition.” XE 





If this happegs—this is, if a e 





"There are two main points that 
should like to. stress: 


(1) The use of white space; 
(2) The use of colour. 


For various reasons there appears to 
be some prejudice against the use of 
white posters in shops .and similar 
places. I believe the main reason is 
that white posters, show cards and so 
on soon become soiled and unattractive. 
That may be so, but I suggest it would 
be worthwhile to use white posters and 


replace them when they are dirty bé- ^ 
cause-white has a tremendous power of © 


attraction. 

<. This is especially true when a poster 
it put in à window, against a wall, in- 
side a shop—4n fact against any dark- 


-ish background. And, of course, the 


artist should make the most of the 
white area at his disposal. 


Use More White Space, It 


Focusses Attention 


I am a;believer in the use of plenty 
of white space because that helps to 
concentrate attention on the design and 
the message. I believe, too, in the use 
of colour—primary colours. I think 


that they can make a tremendous dif- , 


ference to the success of a postér or of 
other type of advertising. Perhaps the 


. most compelling, simple design would 


be a few blobs of primary colours on 
the centre of a sheet of white paper. 
The point is that primary colours are 
so bright and cheerful that they link 


up in a person's mind with bright and’: 


cheerful things—bright colours. and 
ful and comfortable rooms, sunlight om 
gy curtains, the gaiety of the theatre 
and so on. All the associations are 
happy and cheerful and produce a more 
wiling attitude of mind towards the 
poster. 

These are all points of view which I 
hold myself; I don't pretend that they 
are laws which must necessarily be 
followed if small posters are to be used 


; with success. All the laws governing 


advertising and sales promotion are 
empirical and have nearly always been 
broken at one time or another with 
great success. But I do think that 
firms can today make use of the small 
poster and make it work effectively on 
their behalf if they keep some of these 
points in mind. There is no reason at 
all why the little poster should not do 
a very good job of selling for almost 
any manufacturer who distributes his 
goods through retailers. Indeed, in 
some respects the little. poster should 
be much more effective than the big 
poster which has been. used hitherto, 
because the poster is now exhibited 
at the place of sale: ius 





















































costumes on a beach in summer, cheer- 
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It is 

.. insidious € it is ‘invisible’ and 

_ because it produces, directly and indirectly, 

| .a number of harmful consequences that 

- call no attention to the cause because they 
bear no apparent relation to it, 

For example, some employees may suffer 
an onset of boils, others may experience 
digestive trouble, others may complain of 
head noises or headache and a more 
general experience still may be that of 
lassitude which certainly results in a 

"reduction of output if not of actual 
accidents due to a dulling of the general 
faculties. : 

What have these things to do with such 
an ordinary thing as the air? 

It seems more logical to connect them 
with something active, something that 
appears to be more directly concerned with 
the physical elements affected so, in far too 
many cases, they are attributed to over- 

*work, and all sorts of reorganization 
expedients are then resorted to as an 
imagined remedy. 

This mistaken diagnosis is thus expen- 
sive as well as dangerous. 

Overwork is far less immediately 
perilous to employees’ health than is direct 
poisoning, for vitiated air is nothing more 





ff Become. 





D site ate at Dp 
Cee 


res 


E ATRA 





By A 
MEDICAL CONTRIBUTOR 


e 
nor less than rank poison to the human 
bloodstream, 

If, as a poison, it acted in a clearly 
characteristic manner such, for instance, 
as arsenic or strychnine, then the diag- 
nosis would be simple. 

Air completely vitiated of course would 
produce a characteristic symptom, and 


Fresh Air Contains 


Human breathing in a closed room destroys 
this healthy balance. Air ex-haled is reduced 
to 16", Oxygen but raised to 4.38", poisonous 
Carbon Dioxide. This air-impoverishing process 
is continuous and accumulative. It also 
increases moisture content and raises 
‘temperature. 


Thus not only is vital food of the lungs 
(air) exhausted and poisoned but first-class 
incubator for disease germs is created. 

Complete Remedy is 

ADEQUATE VENTILATION 
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quickly. There is thus the paradox tuat a 
much more deadly condition would be a 
far simpler thing to deal with 

But such a condition never arises, The 
air in a factory never becomes reduced to 
that extent, Its degeneration and partial 
pollution has merely a partial-poisoning 
effect, depending of course on the degree 
of pollution. And this noxious condition 
affects different people in different injur- 
ious ways: hence the boils, the digestive 
troubles, the headaches, the lassitude and 
so on just referred to. 

The Medical Research Council (“Indus- 
trial Health is War, Emergency Resort 
No. 1") emphasises that factory ventiladom 
should give not less than six compete 
changes of air per hou: 

The report concedes that in winter the 
heating resources of a factory may perhaps 
be unable to cope with such a volume of 
in-coming cold fresh air, but it lays dawni 
that “in any case fresh air supply below 
1,000 cubic feet per person per hour is 
inadvisable.” 

Because it is such an undiscermble vet 
such prolific cause of ill health and lost 
efficiency this danger of vitiated air 


warrants the most urgent attention befere ^ 


the longer blackout hours set in 
Note: Advice and all assistance possible towards 





A 


securing proper ventilation will be freely given to ——— 


readers of this paper. Send in your problem. we 
are in touch with experts who can solve it—54d. 


This Ventilation DOES Beat the Blackout 


HE very thoroughness with which 
4 the blackout regulations have been 

complied with has been our undo- 
ing so far as fresh air and ventilation 
in factories and offices is concerned. 
In most cases an obscured light-outlet 
has meant an obstructed air-inlet. 


For this reason the legal require-, 


ments as to ventilation have not been 
pressed too energetically by H.M. In- 
spector of Factories during the past 
few months. Nevertheless, his depart- 
ment lately issued a leaflet on Factory 
Ventilation in.the Blackout," so that 





the matter has again been brought to 
the attention of those responsible for 
the welfare of factory workers. 

The solution to the problem in fac- 
tories, offices and in domestic premises 
is obviously to erfploy mechanical ven- 
tilation. 

In fact, the recently issued Emer- 
gency Report No. 1 of the Medical 
Research Council (Industrial Health 
Research Board) states that "in fac- 
tories where ventilation has been in- 
terfered with by the blackout condi- 
tions, special provision for ventilation 


is urgent as a preventive measure lest 
the efficiency and comíort of tbe 
workers should become impaired." 

This last is a great understatement. 
]t is known that in scores of factories 
the fatigue and illness curves have 
rocketed up alarmingly during hours 
of work in the blackout. And now, with 
many industries working non-stop 
throughout the xight as well as the day, 
the matter has become of the utmost 
urgency. 

At the moment the warm we 
the problem, but it must be 


ither is 
borne in 


This Nottingham cloth- 
ing factory is venti- 
lated by five Genalex 
exhaust fans, each of 
which is fitted with a 
bend, forming an em. 
cient light trap that 
complies with the 
A.R.P. lighting regu- 
lations 

















+r f 
> 





5. TOAN 
g A] 
M fc 
y. 
» 






— mind, too, that autumn and winter 
are approaching. Whereas in these two 
| © seasons the colder weather is an ad- 
-~ vantage so far as ventilation is con- 
cerned there arises that other problem 
of shorter days and much longer black- 
out periods. 
pe ow, therefore, while blackout 
_- periods are at their shortest, is the time 
-to go into this vita matter’ of ven- 
i ation. | 
~ In factories and workshops electri- 
ally operated exhaust -fans of the 
R bre 


BLACKOUT PAPER 





The Xpelair fan, completely lightproof 


propeller type, if properly applied, will 
"give not only the most satisfactory but 
also the cheapest form of ventilation. 
' One of these types of exhaust fans, 
known as the Genalex, is made in 
V standard sizes from 9 to 48 inches, from 
© three to eight speeds being available 
» in each size. With these fans air dis- 
| placement is obtained with a relatively 








-- low peripheral speed, minimizing power 
© consumption and reducing first cost. 
IL. To give the quietest possible opera- 
BT tion—important in offices—a special 
| form of resilient mounting is employed. 
| Arigid assembly is provided by the use 
L- of a four-arm motor support, and 
© erection is made easy by a four-lug 
ring. Further, the fans are readily 
ccessible both for wiring and lubrica- 
tion. 

A complete and efficient. ventilation 
Scheme can be provided by the use of 






ow-loss louvre gives a perfect light screen 
used in conjunction with a low-loss bend 
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these exhaust fans without invalidating 
blackout precautions. Either light- 
proof accessories can be fitted to indi- 
vidual fans, or a system of ductwork 
can be used. Where mechanical ven- 
tilation is already installed, the black- 
out is unlikely to affect it seriously, 
provided that any I®ght traps that may 
be added are of the low-loss type. 

Light-proof accessories are available 
for fans of all sizes. When the fan is 
mounted on a vertical wall, a “bend” 
will generally be found to be the most 
effective form of light trap. 

These special bends are made of 
stout gauge sheet metal; the radius is 
proportioned in relation to the fan size, 
thus reducing the air loss to the low 
figure of 10%. In the few cases where 
a lighting point is situated close to and 
just above the fan, the light screening 
must be completed by fitting a low-loss 
louvre to the lower end of the bend. 

Other light-proof . accessories are 
available for use with fans mounted in 
flat or sloping roofs, 

For use with ducting, exhaust faris 
are cheaper than the centrifugal type, 
and they can operate against consider- 
able resistance to the air stream, For 
example, a standard 30 inch ring- 
mounted fan running at 700 r.p.m. and 
capable of a free air displacement of 
10,400 cu. ft. per minute can displace 
8,000 cu. ft. per minute in a duct 
system. r 

In offices, and of course in living 
rooms, first-rate ventilation at low cost 
can be provided by a smaller fan 
known as the "Xpelair." A feature of 
this fan is that it is light-proof, thus 
there is no need for breaking away and 





CAMOUFLAGE 
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rebuilding when this fan is installed, 
It can be mounted in a circular hole 
(which a glazier can cut) in the window 
pane. If a permanent blackout is re- 
quired the surrounding glass can either 
be covered with black paper or paint, 
or replaced by a sheet of plywood; the 
full guaranteed ventilating capacity— 
14,000 cu. ft. per hours—is maintained. 

The power consumption is only 25 





Genalex bends constitute light traps while at the 
same time minimising air-losses, 


watts, giving 40 hours running for one 
unit of electricity. 

Other features of this fan are that 
it is silent and weatherproof; the motor 
is totally enclosed and dustproof, and 
there are no brushes or sliding con- 
tacts, so that. radio interference is 
eliminated. 

In the average small or medium size 
office one of these fans is generally 
sufficient, but in large offices where a 
number of people are working, three 
or more fans may be needed—according 
to the size of the office. 


It is Easy to Make Your Own 


HE need -to camouflage factory 

buildings is now alarmingly ob- 
vious, yet in every part of the country, 
especially on the newer industrial 
estates, factory buildings still stand out 
in all the conspicuousness of white 
concrete or virgin brick. 

Proper camouflaging is an art, and a 
thorough scheme undoubtedly costs 
money—but a really excellent job can 
be done without artists and without 
expensive materials. Here's the idea, 
it comes from a very well known firm 
in London's outer industrial belt: 

Get some out-door distemper, mix it 
in the biggest container you can find, | 


ladle it out into buckets and- apply it 
; . This particular factory being in the 






with ordinary A.R.P. stirrup pumps 
over the outside walls and roof of 
building. In the firm in question th 


tcx \ 
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whole job was done by the A.R.P. fire 
squad in its spare time. 

The result is an extraordinarily good 
job of camouflage. 

In this very simple plan there is one 
important point to watch. Before buy- 
ing your distemper take an observation 
and decide what are the prevailing 
colours of the territory and surround- 
ings immediately adjacent to your fac- 
tory. Your camouflage colotirs must 
obviously be influenced by this con- 
sideration. 


Colouring Must be Chosen Acce- 
ording to Surroundings 


een belt,” is surrounded, logically 


enough, by green grass, a good may 
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that Meet the Special Needs of To-day 








trees, brownish earth and the neces- 
sary roadways of the blue-black colour 
peculiar to tarmac. 

The distemper used 
olive green, dark brown 
grey-blue. 

The colours were of course applied 
separately: ie, patches of green, 
patches of brown, and so on. No 
attempt was made at doing the job 
according to pattern: just goodish size 
patches of each colour put on hap- 
hazard, with the green and the brown 
predominating. 

The result is that a building of white 
concrete with conspicuous red roof has 
been merged into the surrounding trees, 
grass and roads in a remarkably mis- 
leading manner. 

Treatment in this rough and simple 
way remains fully effective for about 
four months, after that time the colours 
become a bit weak, due to the action 
of sunlight and of the pigment to some 


was therefore 
and some dark 


extent becoming absorbed into the 
stonework. But the inexpensiveness of 
the materials and the ease with which 
the job can be done makes a repetition 
of the process worth while when the 
need arises. 

It is not claimed, that this expedient 
with distemper and stirrup pump is as 
completely effective as would be a 
proper scheme carried out by a camou- 
flage expert. The fully equipped cam- 
ouflage expert can make a single fac- 
tory or a whole area of factory 
buildings virtually “disappear”. from 
the roving eye of the enemy reconnais- 
sance aircraft or bomber. But in such 
schemes there are more considerations 
than merely colouring the walls and 
roof. 

Nevertheless, the need for camou- 
flage is now vitally urgent and the 
simple “paint and pump” idea is by no 
means to be despised, it is a method on 
which any firm can get busy NOW. 





ISOLATE That Fire! 





Keep Your Safety Lines Clean and Bright 


Safety First, Use them on Ou tside Locations, Too 


T is easy to push this 3-wheel chassis 
carrying a container holding 7 gallons 
of paint. A ł h.p. petrol engine drives a 
blower which sprays the paint in a clean- 
cut line. Safety lines within the factory 
have always been advisable, but now the 
blackout makes them essential outside in 
the yards, dumps etc. 


Speedy isolation of a 
fre is a vital first step 
towards bringing it 
under control, This 
mobile fire screen can 
be rushed to the point 
of any sudden outbreak. 
It is built of special 
material, proof against 
direct action of Elektron 
and Thermit burning at 
5,400 degrees F. Fac- 
tories with large bays 
and extensive undivided 
storage space particu- 
larly need a fire-isola- 
ting screen. 


n. 


These pages each month will 
deal with items of equipment 


selected from the following 


categories: 
A.R.P. 
Building Components ( Modern 
Flooring, Glazing, Roofing, 
ete. ). 
Lighting. 


Ventilating and Heating. 


Mechanical Handling, Convey- 
ing. 


Internal Transport. 


Canteens, First Aid, Staff Wel- 
fare. 


Fire Prevention, Fire Fighting. 





Lessens Danger of 
Bomb-shattered Glass 


| acne the point wher medium te 
heavy calibre bomb bursts the 
whole. area within a half-mile radius 
is a danger zone so far shuttering 


glass is concerned. 


In ati industrial neighbourhood a 
circle with a half-mile radius contains 
many thousands of windows, thi danger 
from millions of fyir lass frag- 
ments is thus obvious 

One of the most effecti means to 
check this danger is to paint the glass 
with a solution that hardens inia a 


tough, resilient This. coating 
is quite transparent, is weather resist 
ing and can be washed when fk cessary 
—provided methylated not 
used. 

The solution can be applied by spray 
or with a brush; also it can be supplied 
as an opaque, instead of a clear sali- 
tion, thus serving the doubk purpase 
of glass-protector and blackout medium; 


coating 


prit Is 
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Low-Cost Weatherproofing for Roofs. Windows, ete. 


APPROACH of autumn is the time 

to be taken advantage of by all 
those maintenance men responsible for 
the upkeep of buildings—and 


other buildings of any 


factory 
of course 
kind. 
While the attention 
given to all necessary repairs and ad- 
justments the stringency of the times 
naturally imposes an 3 
economy 


must be 


closest 


injunction of 
both on the expenditure of 


and on the of materials. 
For weatherproofing roofs and win- 

dows of all kinds an 

priced proofing compound is therefor 


of interest. 


money ust 


economically 
This compound is proof to water, 


alkalis 
fully to all dry surfaces. 


adheres 
It constitutes 
E ^ > 

its own bond and even the thinnest film 


acids and and power- 


coating it is possible to apply is claimed 


to give absolute 


protection 


against 





weather and corrosion. 

Ther: two types of this co 
pound: one for brushing on, the otl 
for applying with a trowel. Both gi 
the same protection. One cwt. of t 
first covers 60 sq. yards spread oti 
tenth of an inch thick; similar quant 
of the second covers 20 sq. yards, sai 
thickness. 

If damp surfaces require 
proofed a variation of this compou 
is available. j 


arc 


and 


After 


Replanned Lighting 
Work 


Before 


Speeded-up 
and 
Reduced A eciden ts 


i HESE pictures on the lk 


tell their own story. Bet 
than all the words they illustr: 
clearly the difference betweer a 


hazard and planned lighting, Coi 


nation of gloom and glare in t 


ipper view passed for years 
"quite satisfactory" lighting. C« 
stant shading of eyes wit 
hands and peering into dark sha 
ows was accepted as normal 
litions inseparable from work 
after daylight hours 

but this view is different, y 
it was taken by same camera, 
same setting and with same d 
velopment treatment of plate ar 


eee 1 
is that old lightir 


by blan 


print, Difference 


has been replaced 


installation of 400 watt 'dischar 


; a 
lamps in dispersive reflect: 

hich give 12-foot candles sha 
owless illumination. The sand ai 


all materials in the foundry a: 


dark-coloured, they thus absor 


much of the  illuminatior 

ordinary lighting and make tl 
shop ‘dark.’ But note how di: 
charge lighting has different ill 


minating elect. 








(oven ly Space than a ho of aga j! 


Here's the new enclosed desk model Ediphone. 
it's a streamlined masterpiece of sheer efficiency. 
A beauty to look at! Compact as a box of 
cigars. With its use you'll get out letters in 
209/, to 50% less time. You'll be independent 
of the need for a shorthand writer. Memos, 
notes, instructions, spontaneous ideas, recorded 
as you think of them. Just like telephoning— 
and as easy. Saves your time and your Secretary's 
timetoo. “Say it to the Ediphone "' and post 
early. “Say it to the Ediphone " and leave 
your mind free for the real business problems. 
Executives are invited to write for full particulars 
or FREE DEMONSTRATION at their own desk. 
No obligation. (Phone: Holborn 9988). 


THOMAS A. EDISON LIMITED 


Victoria House, Southampton Row, London, W.C. I. 


Branches and Dealers in all principal cities. 


COMPLETELY ENCLOSED 
HANDSOME - DUSTPROOF 


EDIPHONE systemor 





For recording Telephone conversations, Board-hoon 
the 


minutes of public meetings, speeches, « 


SAVES YOU AN HOUR ac A DAY 
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How to Make your FILING Shipshape 


“Papers are filed so that they can be FOUND. Time saved in FIND- 





ING is therefore far more important than time saved in Filing, because 


Filing uses the time of a file clerk, only, whereas FINDING may use 


up the time of the highest paid executive in the business.” 


NE of the most expensive depart- 
ments in the average business, the 
filing department, is often the most 
neglected. One reason for the high 
cost of filing departments is our insis- 
tence on thinking of the filing depart- 
ment only in terms of filing. Actually, 
filing is only one-half of the job. The 


* other half—and most important half— 


is finding. 

If we think of filing as filing and find- 
ing with the accent on finding, we have 
a clearer conception of the filing job, 
for in most businesses finding is the 
all-important task of the department 
which preserves, protects, and main- 
tains the vital records of a business. 


Every Worker Creates Filing 


Every employee in a business creates 
work for the filing department. Look 
around any office and you will see 
practically every employee working all 
day long producing records which must 
‘be filed and found at some future time. 

Thus the filing department serves (or 
fails to serve) everybody from the 


By D. W. WORSLEY 


head of the business down to the office 
boy. — 

As to costs, this is how filing costs 
pile up. First the filing department 
occupies space, often costly space. It 
uses supplies. It costs money to gather, 
sort, and prepare material for filing. 
Then it costs money to file, even 
though filing salaries, as salaries go, 
are not high. 


‘Finding’ Costs Money 


And it costs money to find material 
needed for reference. This cost is high 
or low depending on how well the job 
was done in the first place. That is 
why all the emphasis in any consider- 
ation of a filing job should be placed 
on finding. If finding is not fast and 
accurate, costs are multiplied beyond 
all reason. And if finding fails—if one 
important paper or record cannot be 
produced when needed—it may mean 
the loss of an important customer or 
order, the failure to make a collection, 
the-loss of a law suit, or anything. 
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Save 50% On 


Typewriter Ribbon * 


Costs 


NSTEAD of buying 12 typewriter 

ribbons which include 12 metal 
boxes, 12 metal spools and 12 tinfoil 
wrappings it is possible now to buy 
12 ribbons, in one continuous length, 
and in a single container from which 
any junior can recharge your ribbon 
spools as and when required. 

This new container is airtight and 
so keeps in good condftion the 144 
yards of ribbon which the spool holds, 
Every 12-yard length is indicated so 
that recharging of typewriter spoo!s 
is an easy matter. 

Besides offering a great convenience 
to the office this new method of supply- 
ing typewriter ribbon—abolishing as it 
does so many metal spools, boxes and 
wrapping—makes a valuable war-time 
economy, 


* goes on in 


We must remember that every routine 
paper or record produced in an office 
may, at some future date, become a 
priceless record on which some impor- 
tant transaction hinges. 

In any survey of filing troubles it is 
invariably found that most of the diffi- 
culties and costly wastes in a filing 
department originate outside the filing 
department itself. For this reason it is 
necessary to look at the business as a 
whole and determine each department's 
needs and facilities in relation to the 
fling department before the filing 
department is studied. : 

First. step is to ascertain how many 
files are being maintained. It will be 
found that too many executives are 
maintaining files of their own, of one 
kind or another. In many businesses 
practically every executive has his own 
pet group of files which he guards 
jealously, but which are either a dupli- 
cate of other files, or which could be 
better handled in the central files. 

In surveying an office, visit every 
executive and private office and learn 
what files are being maintained. Then 
make a chart showing what is being 
filed and where, and for what pur- 
pose. *It will be found that much con- 
solidation is usually possible. 

Here is a typical example of what 
many businesses. There 
were twenty-two current file drawers 
and twenty-two previous year's file 
drawers containing files of a vast range 
of stuff : departmental and branch cor- 
respondence, records, service reports, 
export miscellaneous, and so on. 

All these files Were gathered to- 
gether and turned'into one information 
file, classified by subjects. Nearly half 
of the material was found to be ob- 
solete and was destroyed. These files 
had never been audited for obsolete 
material and were crowded to the point 
where efficient operation was impos- 
sible. € 

i3 
Beware The 'Special' Files 


y 

There are times when departments 
such as the credit department, pur- 
chasing department, personnel depart- 
ment, due to remote situation, fre- 
quency of use of certain records, or for 
other reasons are entitled to special 
files, but all too often these special files 
are a duplication of work. The general 
manager of one company where filing 


methods were being reorganized de- >. _ 












The unfailing service of the water 
tap makes it difficult to realise 








































“place. or places. 


ed that there were but four people 
he filing department, which was 
But it was found that there were 
‘ee other people who devoted full 
“dime to maintaining special files, and 
5 j vho spent as much as half 
“time maintaining files outside the 
general. file room. Thus, instead of 
thinking of eleven salaries which were 
chargeable to filing, the general man- 

ager thought of. four salaries. It is 
often a fact that filing in an office will ® 
employ: re than twice as many people 
arent without a careful 























pert's Advice 











art has “been. prepared 
les and, a e e d of 





i vices ar one of the "ling: 
loyed by the leading filing equip- 
nt. manufacturers, to set up a filing 
lan which will cover every filing need 
and systematize and organize filing to 
voc speed the work, cut costs, and ifierease 
|, accuracy. 
~ Because. évery office has different 
roblems, it is not possible to outline 
chere a suggested fayout for a filing 














=‘gysteni, orto say how the different files: 


“should be set up. It is a practice in 
some companies to use the general or 
al files for everything concerning 











and the insidious 


DRINKING "WATER is only realised by the appear- 
ance of TYPHOID and other water borne diseases —. 
it will slow up PRODUCTION and THE NATIONAL EFFORT. 


This has happened in WARSAW, ROTTERDAM, BRUSSELS, PARIS, etc., but 
IT NEED NOT HAPPEN 
All business and factory executives have a clear cut responsibility in this matter. 


- THE BELL EMERGENCY DRINKING WATER EQUIPMENT 
ensures a CONTINUOUS supply of pure drinking water under all | conditions and in any 


It costs £14. 


Already installed by Air Ministry, Vickers Armstrong, Fairey Aviation; Metal Box Co., 
Aspro, Polysulphin Co., Samuel Hanson, etc., etc. 


MORTIMER, GALL & CO. LTD., 115/117, CANNON STREET, LONDON, E.C.4. Mansion House 9888. 


orders—correspondence, dealer records, 

sales correspondence, complaints; col- 
lections, dispatches, etc. Then with 
this as a general file, the other files are 
set up by subjects, such as. premises, 
insuratice, personnel purchasing, etc. 
But, as I pointed out, it is often pos- 
sible to keep much of this so-called 
*special subject nwaterial in the general 
files. 

The thing to remember is that there 
is a system, whether it be alphabetical, 
numerical, or geographical, especially 
suited for every filing need in any office, 
and there is special purpose equipment 
for every need. 

Another important point is this. [s 
information buried in the files which 
could be of far greater use if it were 
maintained in other forms? ‘Visfble’ 
systems, for example, are methods of 
getting more value out of filed infor- 
mation. 


Fire Protection, It's Vital 


At this poifit, when you are revising 
a filing system, it is necessary to give 
utmost consideration to the proper pro- 
tection of vital records against fire. It 
is reported that 43 per cent. of all busi- 
nesses suffering from fire do not resume 
business after the fires. 

This is often caused by the complete 
loss of all records:3 
tion of busines 









fou. are in a fire- 


how very vulnerable is WATER. 
DISTRIBUTION to bombing. 


Water mains and sewage pipes lie side by side 


IN ENGLAND. 





vital to the resump- '« 









effect of CONTAMINATED 


45. 0, per 100 person unit. 





proof building and ^ 
worry about fire Well, 
fireproof, but how abe 





They are not fireproof. 
Before going to tbe s 
equipment of the filing 


elf, 
the 


one must check upon 
organization as A 
what each dep 





of 
determine 
do in the nature of cuttir 





Check these points te 
places in reducing filing ce 


Check At These Points 


1. Is there a well-enforced 
all papers sent to the filing di 
must have some evidence 
action? 

2. In questionable ca 
per rson se uding a paper to file 1 
where it is to be filed? E 
entire organization not fo 
filing department as a € 
ing place for papers, 
is questionable. Too 
offices send circulars i 
advertising, temporary or n 
records to file rather than take 
on destroying them. 

3. Is anyone and e 
send material 











to 










: > S: 
partment marking it “miscellaneous.” 
4. Is the organization trained to con- 
“fine letters to one subject? This is 
pecially vital in inter-company and 
ranch correspondence. 
£5. Is there an established rule that 
Do one can hold papers indefinitely? 
One company employs a clerk to search 
‘or-lost papers, and to retrieve papers 
that are being needlessly held out of 
les. 
Vith these matters cared for, it is 
asier to plan the filing department it- 
self.. The cost of space, the availability 
of space, will determine whether four- 
ot five-drawer cabinets should be used. 
Your survey of existing files and con- 
itions will have determined. the classi- 
cations of the different files. 
: Now let us check some of the 
ods.and equipment. The heart of 
he filing. procedure is the indexing 
filing equipment | manüfac- 
his worked out so care- 
that they can tell you how: many 
ters beginning with “A” you will be 
1 on to handle out of every thou- 
pieces. filed,’ So you are perfectly 
afe in selecting any of the. 
geographical, num 
g systems. Each system may 
"dis own- advantages and weak- 
sses, butlike our modern automobiles 
y ate all good, 



























Don't Skimp Equipment 


€ parsimonious over filing supplies— 
exes, guides, folders, an 

. And here is another po 

our sorters indexed the same as your 
+ There is excellent sorting equip- 

ént on the market, and if you have 

Hy quantity of filing, do. not try to 

operate the filing department without 


Alphabetical indexing systems are 
rranged so that you can have as few 
jr as many indexes as needed, depend- 
ing on the volume of filing to be done. 
In'a small, simple filing department it 
‘may be that you need only the usual 
.ABC indexes, but as volume increases 
you will need indexes which break 
wn each letter division into several 
exes, such as Aa-Al, Am-Ar, As-Az, 


In. planning a filing system it. will 
ie: found that certain executives, the 
Managing director, chief accountant, 
ecretary, personnel manager and per- 
aps a few others must have files for 
d records too confidential to 
nitted ta go through the usual 
outine, 
again ‘one..must consider fire 
“or fireproof files, and files 
‘be securely locked. Here 
; the-survev must consider 
ref all the needs of the different 
executives and provide them with the 
e of filing they need most. 
Jany executives will be served best 
subject file, broken down into sub- 
sions. "For. example, with “Ad- 
sing" as a major subject, the sub- 


















Do: not, under any circumstances, 





















mail, ete. i : 

In operating the filing department 
proper, it is important that the clerk 
in charge have proper authority, backed 





. up by a ranking executive. First, there 


should be:a rule that no one be allowed 
to pull papers from the file except a 
filing department clerk. Many. a good 
filing department is kept in an uproar 
because clerks and executives from 
other departments dive into the files 
after hours, at nooh time, or Saturday 
afternoons and yank out folders or 
individual letters, leaving no record of 
their pilferings. 


Look After This Point 


Of. course, you will see to it that 
there are adequate "charge out" regu- 
lations,-and ample provision of “out” 
folders for use when papers are taken 
from the file. Slips for recording 
papers taken out should be signed by 
everyone. taking papers from the file, 
These little details may seem trifling, 
but they account for the difference 
between a good filing department and 
à poor one. ` 

There should also be a cross refer- 
ence sheet or slip for use when any 
paper or record deals with one or more 
subjects. The paper is, of course, filed 
under the main subject or the subject 





. most likely to be called for. Then, a 
cross reference slip is made out and 


filed, calling attention to other subjects. 
lf you are not already using it, be 
Sure to consider the numbered alpha- 


Jbetical' system, in which each sub- 


division. of the alphabet is given a 


number: In this system, the alphabet 


is subdivided. as many times as the 
volume of filing requires, and a number 


è 


each paper is marked witt 

number thus: In à 160 division of the: 
alphabet, the folder for Aa-Ag is num- 
ber 1, Ah-Al is 2, and so on. This plan 
speeds finding and is a double check. 
on the accuracy of all filing. i 





How To Save Time 


Some systems have folders with dif- 
ferent coloured tabs as a triple check: 
All the extra checks require slightly 
more time in the beginning, but save 
time in the end. And time saved in 
finding is far more important than time - 
saved in filing, because filing uses the 
time of a file clerk only, while finding 
may use the time of the highest-priced 
executive in the business, or may delay 
a long distance telephone call. 

One of the things which delays filing 
and finding is overcrowded folders, 
overcrowded file drawers, and papers ` 
which wil not stand up in the files. 
Because many file copies of différent 
records are made on flimsy or even 
onion skin paper, it is not uncommon to. 
find that a whole batch of papers slides 
down the minute a follow block. is 
loosened. Do not dismiss this as unim- 
portant, or take the attitude that süch 
a small matter is just one of the slight 
headaches that a filing operator. must 
endure as a part of her routine. [t is 
expensive, for it delays filing and find- 
ing immeasurably. 

The present practice of meeting the 
paper shortage by not using. separate 
carbon copies will help to remedy this 
condition. But in most files there are 
still a lot of flimsies to be handled. 
Investigate one of the newer systems 
of filing in which the equipment holds 
all papers neatly in place whatever the 
i tances. 













In Your Róad Transport Dept. 
Good Wages H elp to Keep Down 


Running & Maintenance Costs 


By H. SCOTT HALL, M.I.X.E., M.LET.A. 


HAVE always considered it sound 

policy for an operator to pay his 

drivers good wages. Especially does 
this become important when the 
vehicles"employed are of a high stan- 
dard and therefore, of considerable 
intrinsic value. In such cases the 
driver is in charge of a machine worth 
upwards of £1,500 and possibly a load 
worth an equivalent amount. It seems 
obvious folly to entrust £3,000 of 
vehicle and goods to a man who appar- 
ently is only thought to be worth as 
little as £3 per week, or thereabout, in 
wages. F " 





I do not suggest that all operators 
of the larger and more substantial and 
expensive type of vehicle. are in the 
habit of limiting their drivers’ wages 
to that amount: that is not the case; 
The majority pay reasonably good 
wages and the conditions of employ- 
ment, likewise, were fair. There is 
always, however, a considerable num- ` 
ber of employers who fail to recognise 
that the services of their men are 
worth more than this low level. While 
this condition remains, the more rea- 
sonable’ employers are at a disadvan- 
tage in the keenly competitive market 
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1 50 000 EMPIRE ADVERTISING 
| ] U 


FACTS AND FIGURES 


ADVERTISER'S ANNUAL 


access to 


With the 194 
on your desk you. have immediate 
more than 150,000 constantfy-needed details of 
media, spaee rates, advertising agents, printers, 
suppliers of advertising goods and services, ete. : 
throughout Great Britain and the Dominions, 
Colonies and Protectorates. Not only will this 
544-page Volume serve you as an ever-ready, 
reliable Reference Work, but it also indicates 
innumerable sources of new business which you 


can profitably exploit. 


To secure your copy you must order AT ONCE. 
Stocks of the 1940 Edition are nearly exhausted 


and there will not be a reprint. 


"Post this Coupon 
iTo-day. 
The Publisher, 
ADVERTISER'S ANNUAL . 


:Whitefriars House, Tallis St, ` 


Send me the 1940 ADVERTISER'S 
ANNUAL hy return, carriage paid. 
Invoice after dispatch at 25/- net. 
Name 

Address 


Jtoendon,  E.C.4. 





WOULD YOU LIKE 
THESE RESULTS 
IN YOUR OFFICE ® 


Upwards of 30% GREATER OUTPUT from typist 
.15 to 20 legible carbon copies at ONE TYPING 
PERFECT TYPING. irrespective of typist's touch 
909; LESS EFFORT thus reducing fatigue amazing! 


Such results are actually being 

obtained by hundreds of users 
ofthe. . 

INTERNATIONAL. ALL ELECTRIC — WRITIN 
MACHINE 

Executives. like dts Economy. 

Typiste like its ease of operation. 


Ask for details; phone TEMPLE BAR 5841; 
INTERNATIONAL ELECTRIC WRITING 


Division of International Time Recording Co. 
112 STRAND, LONDON, SECO. 
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when used with. “Fanfold” Continuous Form 
because the many time and money-saving mathe 
Continuous Form Billing Machine sre added io 
advantages of regular typing. 


“Panfola” Continuous Forms typed over onr A 
effect savings in Billing time and costa, ranging From 
to 7894, without affecting the operation of ihe: 


typewriter carriage; because of the : 
struction and operation there is noth 
order. 





NORTH CIRCULAR ROAD, LONDON, N.W.2 


Telephone : GLAdstone 5477 (3 Uses) 














































| Folds ‘in a flash; 

“YY extends in an. im- 

i d stant; strong. be 

A cause it’s steel, the 

fit 

T1 Packaway is a master- 
JA (9 piece in portability, 

j! fi Put one in action in 

PTZ your office or factory 

f now ... its usefulness 
will prove a blessing! 





LADDERS LTD. 


2-54 HIGH HOLBORN 
5254 FLONDON, W.C.f. 
HOL: 8841-2-3, 


EVERTAUT 


- ! 
WALSALL RD. PERRY BARR 
BIRMINGHAM 


sarnestly request that any delays in 
delivery of EVERTAUT products, or any 
other seeming negligence on the part of 
the Company, be regarded —not as a 
sign of indifference—butas an indication 
of the difficulties with which they—-in 
| common with most manufacturers-—are 
having to contend. 


They wish to advise old and new custo- 
mers of their desire to give every 

"possible assistance with Steel Office and 
Works Seating and Steel Storage Equip- 
ment bearing the name 






age 


‘matter of principle, therefor 


et and-the regulations which followed 


[it wherein the present scales of. wages 
are laid down ana made compulsory 


ot all A and B licencees. 1 appreciate, 


nevertheless, that certain anomalies still 


remain, notably the fact that drivers 
of vehicles owned by the railway com- 
panies are not paid on these scales and 
also that C licencees are not bound by 
the same rules, s 

So far a: the latter are concerned, 
however, there are ways and means, 
provided in the Act, for dealing with 
any substantial measure of wage-cut- 
ting, and J am hopeful that, as time 
passes, the disparity between the wages 
which must be paid by A and B 
licencees will diminish. 


Good Pay Attracts Better 
Type of Employee 


Those progressive and fair-minded 
employers in the C licence class who 
do pay good wages naturally attract a 
better type of employee. and this 
naturally reacts in the way of better 
service, more intelligent and careful 
treatment of vehicles, lower mainten- 
ance expenses, and, in all probability, 
economy in insurance premiums as 
well, 

lt is of considerable interest, in this 
connection, to examine the various 
operating costs of a heavy vehicle with 


total cost in under the 
new scales. 

As an example of fairly general in- 
terest Í propose to take the case of a 
maximum-load four-wheeled — oil-en- 
gined vehicle, costing when new about 
£1,000. The weekly mileage is an 
important factor in this calculation, 
and it will be useful, therefore, to take 


goes wages, 


| first a figure of 400 miles per week 


and then 800 miles per week. : 
The tax-on such a vehicle, assuming 
that the bodywork is not unduly heavy, 
will approximate to 28s. per. week. 
Garage rent will be about 10s, per 
week; insurance, 18s. per week; and 
interest on capital outlay, 16s. per 
week. „The total of the foregoing is 
£3.12s. per week. That is a figure 
which is unaffected by the weekly 
mileage, and it will thus be applicable 
to both the cases I am about to discuss. 
Whilst covering 400 miles per week 
the running costs per mile, taking 
present prices into consideration, will 
total 5-6d., and that is made up as 
follows: Fuel oil at 1:25d, per mile; 
lubricants, 0-15d.; tyres at 0-80d.; 
routine maintenance, that is, the cost 
of washing and cleaning, oiling and 
greasing, as well as sundry adjustments 
carried out according to the maker's 
instructions, 0-40d.;. overhauls and 
repairs, 1 :00d.; and allowance for de- 
preciation, 2:004, The total running 
cost per. week for 400 miles is 
£9 6s. 8d. Add the above £3 12s. to 





/elcomed the Road Haulage W ages: 


à view to determining the importance. 
of wages in relation to the others, and. 
discovering what percentage of the 


sic wages, in a Grade 
I area, is 73s. per week of 48 hours, 
assuming that he does not, on any day 
f reek, work for more than ten 
[hé exceeds that time, over- 
time. pay becomes due) In addition, 
provision must be made for three 
sses of insurance: National Health, 
National. Unemployment, and Work- 
men's Compensation or Employers’ 
Liability; also for the holidays with 
pay which are now compulsory. That 
adds approximately 4s, per week to the 
total, which thus becomes 77s. per week. 
The total cost of operation is, includ- 
ing wages, thus £16 13s. 8d. per week. 

If the work is such that a mate 
must be employed, the wage bill is 
increased accordingly. The basic wage 
for the mate in Grade I area is 64s. 
për week. -That is increased, in’ the 
same way as the driver's wage, by 4s., 
to a gross figure of 68s. per week. The . 
total cost then becomes £20 3s. 8d. ` 
per week. 









Proportion of Wages Bill to 
Total Costs PU 
above conditions, 








Under the 
fore, the wages prese 
nearly 23 per cent. of the toi when. 
only a driver ijs employed, but very 
nearly 36 per cent. when there-are two 
he lorry. Obviously, therefore, 
the importance of wages as- an. item 
of operating cost can: hardly be 
exaggerated, | : ux 
olf this vehicle runs 800 miles per 
week, it is practically certain that the 
guaranteed week of 48 hours will be 
exceeded. The week will in all likeli- 
hood be one of 60 hours. That will 
affect the wage bill only, and not the 
figure of £3 12s. for standing charges 
which I have calculated above. 

The running. cost per mile will be 
less than that for a vehicle running 
only 400 miles per week, because there 
*will be less expenditure per mile for 
the foutine maintenance, and also be 
cause the. provision for depreciation 
wil diminish, for the reason that the 
factor of obsolesence will be of less 
























VENUS n CH € 
incomparably sm an 
long lasting, their standard 
of quality never varies, 


MADE IN ENGLAND 
KNOWN THROUGHOUT THE . 
WORLD. 


Tf you have any difficulty 
in being supplied, write 
direct to the address 
below for sample, stating B 
which degree you prefer. 


VENUS PENCIL Co. Lt&., LONDON, 2.5. 


consequence. The figure actually is 
4'9d. per mile. Cost per mile of fuel, 
lubricants and tyres, also of overhauls 

d repairs, remain as before, namely, 

5d, 0:15d, 0-8d. and 1 -00d. 
Routine maintenance becomes: 0- 
and depreciation 1:50d. per m 
"cost of 800 miles is £16 6s. 8d. The 
total cost per week, exclusive of wages, 
is £19 18s. 8d. 

The net amount of wages due to the 
driver who: has worked 60 hours per 
week is 94s. 4d. Add the 4a, for in- 
surance and provision for holidays with 
pay, and it becomes 98s. 4d. The total 
cost of operating the vehicle, with 
driver but without mate, is £24 17s. 
In those circumstances wages account 
for slightly less than 20 per cent. of 
the total. 

If.a mate is employed, his net wage, 
according to the appropriate scale, 
, amounts to 82s. 8d. per week; add 4s. 
“per week as in the previous cases and 








_ Producing 






with different gaits or 
més-this results in an 
pace in an important: process. 
plant — has^ introductory 
Ot yet- put on a-imamifac- 
turing: basis or auxiliary products not 
made. in thecsame quantities as. the: 
principal product. These smaller lines 
we make as sündries in a separate 
sundry department, where they are out 
of the way of the main stream of big 
production. 

We train our operators on process 
machines in the sundry department so 
that they become versatile and ahle to 
turn from one job to another with 
facility and efficiency. In any such 
department emphasis must be placed 
upon perfection, quality, and versatility 
rather than upon greatest speed of 
production. Such a department acquires 
a gait which is not quite so fastas that 
of a bigger production department. 

We discovered that while it was 
advisable to do the turning and milling 
and other cutting processes ón these 
sundries in a job department, it was not 








Broadcast Musie Speeds Production 


Continued from page tA. 


directly from his office, or if he himself 
is away from his own office, by tele- 
phoning to operator and asking her to 
broadcast a call. 

In large works a great deal of time 
can be saved in tracing men by this 
method. Instructions and announce- 
ments of a general nature, can, of 
course, be issued in the same way. 

A further important purpose to 
which a system of this kind can be put 
is that in connection with A.R.P. By 
"extending the loudspeaker circuits to 
elude. air raid shelters and installing 


oph in the central ARP., 









Four Times The Output | 


Continued from page 8. i 


„accustomed to turning out a certain 
number of units. 





for.the same reason, and it becor 
86s. 8d. The total operating cost of 
the vehicle, with mate as well asi 
driver, and running 800 miles*per week, 
is £29 4s. The total wage bill is 
£9 5s, and the percentage, wages as 
against the total, is 32. 

It is clear, therefore, that in the case 
of a vehicle of this type and capacity; 
wages are rarely less than 20 per cent 
of the total, and may easily rise to 
36 per cent. or ewen higher, for that 
percentage would be exceeded in the} 
case of a vehicle covering less than. 
400 miles per week. It does behove 
the operator, therefore, to get the most 
out of his. vehicle by increasing, sò far 
as conditions permit; his weekly mile- 
age, and by making sure that he en- 
gages men who are worth the wage he 
1s paying them. 




























































J THE MOST POPUL 


for Card, Paper, etc., ü e 
H.P. "NEW SERIES No 


of Heavy Timber with 
Reinforcement. 


NOTE: In view of. its general interest to 
business executives we have reproduced the 
foregoing article from the “A.E.C. Gazette,” 


publication of the 
Ltd., 


Associated 


Equipment Co., 
Southall, Middx.—Ea. 


advisable to assemble them there, 
* We transferred the assembling of 
some of these sundries to the assembly 
room for product A. These men, 
skilled and gaited as assemblers, were 


Many men formerly 
sed on assembling product A were put 
on the assembling of sundries, and costs 
of assembling were cut about 60%. 





And our sundry departments as well 
as the assemblers were free to increase 
production of their specialties without 
increasing their space. 

Looking back over what we have 
accomplished in straight-line. production 
there certainly is no connection between 
our present plant and the one.we were 
operating 10 mofiths ago. Yet, in no 
way have we lost any of the crafts- 
manship on which óur workers pride 
themselves. In the Nation's hour of 
need everybody is taking even more 
pride in quality of workmanship than 
3n.the days when we were working 
only.a quarter as hard. 


Price * £17 
plus 159; advance 
on Rail, Wellingborough. 


Makes bale of from 120 to 180 Ib 





Saves space. No sacks requir 
Fire risk minimised. 


Save all your waste and bal 


control room, a scheme that will*prove 
invaluable. is provided. 

Instructions can then be issued by 
the Chief Warden from the control 
room to employees in all parts of the 
factory, or in the shelters themselves. 
Movement to and from the shelters 
from working places can be speeded 
up, and order more easily maintained. 
The minimum amount of dislocation of 
production effort entailed. during fire 
drills and false alarms is also thus 
ensured, f 

It is interesting.to note in this con- 
nection that th osical ion f 


Ask for details of this and other. 
smaller and also heavier models 


HUNTER PENROSE Ltd. 
|... (Dept. B) 
109 FARRINGDON ROAD, LONDON, EC 4. 







g 
‘a familiar. voice of the Works Chief © 







arden can do much to maintain 

morale if an emergency. 
“Apart from verbal announcements by 
the warden, warning can also be given 
"by radiating a pure tone note of recog- 
nisablé quality either by mechanical or 
electrical processes. As the noise of 
production may prevent employees 
whom it is necessary to disperse as 
soon as possible: from hearing public 
warnings it is obviously an important 
asset to have available the means of 
meeting this difficulty. 

It will be recalled however, that the 
Home Office regulations forbid the 
radiation of any signal in a factory 
similar to the official warbling note 
that might be heard by outsiders, but 
precautions against this factor can 
easily be taken. i 

To illustrate the practical application 










Industrial: Eng eer. 
520 pages, 9/726", ilustrated, 39/- net. : 


















A thorough course for the practical man, No previous 
training is assumed and the book“ contains. clear 
instruction actieal examples, test questions and 
(news en by an experienced ~ industrial 
Ib describes how to. measure «industrial 

with the stop wateh, as ans of setting 

energy standards. for wage-payment 


a spar ation and Set-ups. 
ble idle Time, 








$. 
Time Studies. 
ng Wage 













g an Application, 
Modified Basia of Per- 
formance, 
, The Chec king Cardi 
i Inspection 









and Establishment of 
Wements. 
‘The Shop Observation 
7 Sheeb and the Timing 
of Manual Operations. 
vicem Standards on 
rations, 


eratjóns, 

Group-piece arid 
Pretium Plans. 

> Up Overhead 


ferred to in the foregoing notes here 


at this factory. 

The processes in the majority of the 
production departments of this factory 
are concerned with the manufacture of 
radio valves and lamps of several 
categories. They are of the most pro- 
nouncedly repetitive nature, and are 
typical of the kind encountered in 
small part mass production. 

The installation, besides providing 
gramophone music, comprises equip- 
ment that enables it to be used both 

tor the diffusion of radio bread ais 







Standardiz- 















Orgauitivg a ‘Time 
study Department. 
Final Examination, 





Music to Keep Up 
the Arms Output 
E.N.S.A.WILL DO THE JOB 


‘Evening Standard Reporter 
T: Minister of Labour, Mr. Ernest Bevin, has entrusted 
E.N.S.A. with the task of carrying out his recently) 
announced plan for the pYovision of light entertain- 
ment to munition workers in rest periods. 
The relaxation provided by 
these entertainments i5 designed 
by the Minister to overcome the 
strain of mental fatigue, and thus 


to assist in the maintenance of 
national output 






















Every Business _ 
Must Keep Records ! 


You cannot know what stocks you hold, 
how orders are progressing, and what the 
"work has cost, unless you keep records. 


“Robin” Looseleaf Books, with leaves 
wed and printed’ for these and other 
essential business records, form what is 
cknowledged to be one of the best of all- 
ound record-keeping, systems. 

‘Although many firms prefer the record 
eaves printed to their own. particular 
requirements, we have standardized a 
umber of records and can offer these 
rom. stock. 










As this article was being prepared. for 
press the nesepapers carried this official 
recognition of music’s stimulating effect 
on. workers’ energy and morale, 












and A.R.P. and other "announcement" 
purposes. Two microphones, two hun- 
dred and twenty speakers, amplifying 
appafatus, record- playing desk, radio 
and control panels are included. 

The Employees’ Welfare Department 





















‘Test the simplicity and efficiency of is responsible. for the ‘preparation of 
"Robin": Looseleaf Books by taking] special programmes of- B.B.C. ,and 
advantage of this trial offer >. gramophone music, in which individual 


requests are considered. An extensive 
‘library of records is maintained and 
constantly renewed, there being about 
250 dises in all, mostly of light music. 
As already. “explained in the time 
table. given above, ‘programmes are 
radiated at intervals throughout. the 
orking: 


“ROBIN” LOOSELEAF BOOK, 
5° 8", bound full roon buckrám, 
with A—Z index and 200 leaves (ruled 
feint, cash. or double ledger— please 
state which. required)... 10/6 post 
free-on 7 days approval, 


J. W. RUDDOCK & SONS 


Loosel af Book Manufacturers 











of a broadcast system such as that re~: 


is a description of the system installed i 










y. and employees. are ex- 





nouncement facilities provide 
much on the lines already generally 
described. 

The amplifying and associated equip- 
ment is situated in a control room deep 
in the heart of an underground part 
of the factory chosen for its invulnera* 
bility. At one etid of this room (fig. 1) 
this apparatus can be seen mounted in 
convenient racks, the girl is about to 
put on fresh records forthe gramo- 
phone music period. 

The amplifier has three 100-watt 
channels, taking the microphone, 
gramophone and radio inputs through 
a remotely controlled relay panel. 

The remotely controlled panel allows 
appropriate switching from the tele- 
phone «exchange (fig. 2) or control 
room (fig. 3) according to which centre 
is being used for microphone announce- 
ments, it being possible to cut either 
of the microphones into the gramo- 
phone or radio programmes at will, A 
very flexible system is thus provided. 

"There are 220 speakers fed from this 
equipment sitüated im all parts of the 
factory, the type of speaker used de- 
pending on its situation. 


In Noisy Shops Special Speakers 
Are Effective 


In the machine rooms (fig. 4) for 
instance, where the noise levek is rather 
high, wide angle projection speakers of 
the horn type have been fitted. - These 
overcome all extraneous sound and 
counteract the absorption of broadcast 
music or speech by lathe. belting. 

For general: purposes where rela- 
tively quiet operations are conducted 


the standard industrial pattern speaker 


is installed. This type is also utilised 
for the air raid shelters. 

In shops having approximately unity - 
aspect ratio (ie, square) concentric 
diffuser speakers are employed. These 
spread the sound in all directions at 
once, and are thus:suitable for central 
mounting. 

Standard pattern domestic speakers 
are fitted in executive and general 
offices: .These speakers, with those 
operating in the laboratories and in 
other situdtions where it is not advan- 
tageous to radiate music, are not con- 
nected with the radio or gramophone 
circuit, 

It has been found that persistent 
noises of not too obtrusive a character 
affect enjoyment of programmes less 
than intermittent sounds, especiall y if 
the periods between the intrusions are 
irregular. By. the careful: placing and 
choice of speakers, however, this uni- 
versal difficulty has. been. overcome. 

A system such as we have described 

can be applied to a wide range of situ- 
ations... Where. managers are seeking 
to increase: output and to ensure the 
safety and welfare of their employees 
it is greatly to be advocated. Bv tend- 
ing to provide increased: output it is 
likely to pay a high dividend which will 
be: fonnd quickly to cancel original 
costs scs 














E COMPLETE JOURNAL OF MANAGEMENT 


























You may prefer to keep your ** Packaway ” Extension 
Ladder somewhere else, but the fact remains ít packs 
away in a 10 in. space. . .A masterpiece of practical 
portability. All Steel. All British. Folds in a flash. 
tends in an instant. Completely safe and rigid. A 
al boon in the Office and Factory. 


"installed throughout Great 
Britain by Corporations, 
Hospitals, Factories, Business 
ouses, and A.R.P. Under- 
kings, as well as by thous- 
ids of private users. 





INDISPENSABLE Y A e 

f you have 
3 Other sizes and 
prices as well 
as details of the 

“instant ” Fire Escape 
and Gravity Loft Ladder 
on application to : 


GRAVITY 
LADDERS LTD. 


52.554 HIGH HOLBORN, 
LONDON, W.C.1. 


HOL: 8341-2-3. 












































Q. What is it | pay for and yet don't have? 
A. A Time Recorder. Q. How is that? A. Without 
one there is much waste of time and effort which 
means loss of money. Q. If | have one what 
difference will it make? A, Youpay for it with 
the money saved by making every working minute 
productive. Q. What system shall l install? A. The 
That means GLEDHILL-BROOK. 
It is British and just the thing for your bus iess, 


best of course. 











Write for copy of new book “ 
GLEDHILL-BROOK TIME RECORDERS Ltd. 


Time Means Money " 


38 EMPIRE WORKS HUDDERSFIELD 





One Machine does the work of Two 


Continuous Form Billing in addition to regular typing 


Your typewriter actually does the work of two machines 
when used with "Fanfold" Continuous Form Adapter, 
because the ‘many time and money-saving methods of the 
Continuous Form Billing Machine are added to all the 
advantages of regular typing. 


"Fanfold" Continuous Forms typed over our Attachment 
effect savings in Billing time and costs, ranging from 179, 
to 78%, without affecting the. operation of the typewriter 
for regular correspondence. and other. purposes. 


"Fanfold" Adapter places no strain whatever upon ‘the 

typewriter carriage; because of the very simplicity of con- 

struction. and operation. there is nothing to get out of" 
* order. 


anfo] 


NORTH CIRCULAR ROAD, LONDON, N.W. 2 


Telephone : GLAdstone S477 (3 lines) 




































The Right Hon. Lord Beaverbrook, 


The great need of the day is for more warplanes. In this, 
the country looks to Lord Beaverbrook, Minister of Aircraft 
Production. The stimulating effect of his dynamic energy has 
already been observed with satisfaction by the public. The 
elusive and pretty shrewd consensus of opinion known as "the 
man in the street" knows that Lord Beaverbrook has tackled 
a task of colossal magnitude, the mere ramifications of which 
are apparently endless. 

Where the efforts of countless workers are concerned, and 
where such efforts have to be maintained seven days a week at 
utmost capacity, the effort at the top must be equally unflagging 
and in addition must be of the quality required from skilled 


leadership. There must be an enormous capacity for “drive” e 


and decision without waste of energy. 

How does Lord Beaverbrook do it? Nobody knows except 
Lord Beaverbrook, but we can give some inkling of one way in 
which he scores says The Policy, the well known insurance 
weekly. He is rigidly rationed for his raw material, and his 
raw material is time. He cannot have more than 24 hours a 
day, even if the impression is correct that he does not require 
any sleep. But that is not long enough for his purpose, accord- 
ing to his ideals, and therefore he is faced with the only 
alternative—making the day longer by intensive use of every 
minute, Lord Beaverbrook is an enthusiastic believer in the 
time-saving merits of the Dictaphone dictating machine, and 
his constant use of the Dictaphone day and night, wherever he 
may be, is incontrovertible proof that after years of experience 
Lord Beaverbrook finds the Dictaphone more valuable than 
ever 

It is also the strongest possible recommendation of the 


Speeding Up 


Aeroplane Production 


Lord Beaverbrook’s 


B ig Tas k ? 


As the Minister for Aircraft Production, Lord Beaverbrook 
has one of the most responsible tasks in the Cabinet, and the 
whole British Empire looks to him as one of the “key men” in 
winning the war, 


He is a man of tremendous personality and inexhaustible 
energy—in fact, it is because of his proved ability for getting 
things done that he has been given one of the most vital and 
difficult jobs ever entrusted to anyone. 


Dictaphone to all overworked executives 
It solves the problem of getting everything 
ought to be got into it if there is the proble 
to a stiff quota within a given timetable, Th 
finds his day is all too short, and anvthin T 
longer is to be welcomed. 

We are not all faced with Herculean 
the more important executives of lar; 
faced with a pretty big problem in m: 
duties, with a shortage of staff. These exe 
and more that it will not do to say to them 











with this, and this, and this, when the girl 
time she arrives he has forgotten some of 
other affairs have cropped up. Nowadays it € 


with affairs immediately, leaving the mind 
question, By the use of the Dictaphone dicta 
structions can be given right away, dictate 
which cannot forget. No time is wasted in w 
hand clerk to be called in, and the tvpist's t 
away by hanging around when dictation i 
caller. 

In fact, wherever one turns, be it in tl 
ment circles, among the captains of 
or the executives, high and low, from the ( 
Departmental Head who is now obliged to « 
single-handed, the Dictaphone is n ig the 
work more satisfactory. 

The Dictaphone is not a miracle worker 
those things which enables the man wh: 
done to become a man. who gets things 





industry, th« 











Send a postcard or "phone to-day to: 


THE DICTAPHONE CO. LTD. (Dept. H.), 


Kingsway House, London, W.C.2 


(Phone: HOLborn 4161) 


and ask for full details of the Dictaphone system. Also get particulars of the Dictaphone Telecord, It 
a record of telephone talks, saves time and reduces congestion on the lines 














| 6 foot- tan dles 





| SELECTASINE| norco * 











E LA We 
minimum 
(5th REPORT OF THE DEPARTMENTAL 
COMMITTEE ON LIGHTING IN FACTORIES) 


.* METROVICK ILLUMINATING ENGINEERS 


will be pleased to advise you or to 
make a competent lighting survey 
of your factory. 


The METROVICK 5-ft. METROVICK & COSMOS 


FLUORESCENT DISCHARGE LAMPS 

TUBE possesses low surface will provide maximum lamp efficiency essential for 

brightness natural daylight carrying out the Committee’s recommendations. 
Fe haa ; METROVICK ILLUMINATING ENGINEERS are 

colour gd fe ee R H OTe at all branches. Apply to the M.-V. depot 

for a low current consumption. in your district: +=: 


|J METROPOLITAN - VICKERS ELECTRICAL COMPANY, LTD. 
"NUMBER ONE KINGSWAY : 


LONDON : WE. 2. 
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WHY NOT USE UP YOUR OWN AND | t b / P 
-OTHER PEOPLE’S OLD POSTERS AND u m e S 


WASTE PAPER WITH THE 


ler LECT AS IN E go away orderless 
l SE The slick traveller gets the business today. 


| OBLITERATING PROCESS 


There's no room for fumblers—buyers can't be 
bothered with salesmen who waste time rummag- 


TO: apiid quo) ing about in their sample cases. And there's . 
* only one way of making sure that you: don't 
ANY OLD POSTER, PRINTED PAPER OR employ fumbling travellers—equip them all with 


BOARD BECOMES WHINE AGAIN AND NORCO Sample Cases. Without fumbling and 
READY TO RECEIVE FRESH - PRINTED, any loss of time a NORCO-equipped salesman 


SCREENED OR BRUSHED-ON MATTER can display a wide range of goods in perfect 
order and condition. 


Write for full particulars 





SILK SCREENS LTD. | SAMPLE 
28 ST. BRIDE STREET, LONDON, E.C.4 


Telephone: CENTRAL 6722-6723. Cables: SELECTASIN, LONDON. CASES 


Telegrams: SELECTASIN, LUD, LONDON. 


LANCASHIRE (MANCHESTER) & CHESHIRE: 
Local Supplies and Technical. Services: JAMES BEARD LTD., 


i 
Send for list of stock models 
to the designers and mantes 





h 16-20, Gt. Ancoats St, Manchester, 4 facturers; BREXTON Lid. 
BIRMINGHAM & DISTRICT: 4 Ernest Street, Birmingham, I. 
Local Supply Agents: PARKER & OSBORN LTD. London: 38, Woborn Place, 


t H Sm Wd. Every class of sample is catered for inthe NORCO 
Drysaltery Dept. 4-7, Parade, Birmingham, 1 Russell Square, WC range. NORCO cases are strong, light, wasti- 


Longleys able, weatherproof and will last a lifetime. 



































THE COMPLETE IGURNAE c OF : | KEY MEN MUST 
MANAGEMENT : REMAIN ON T 


Ancorporating “The Magazine of Commerce”, “Modern Business”, 
ystem", “Business Organization and Management" 
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NEXT MONTH'S, ISSUE 


Will include further articles on preparations that management must 
make for the coming winter's work at high pressure. These articles 
will include— 


are purchasing 


d * How to Combat Work-Monotony and Fatigue 
good second-hand 


* % Keeping Down Those Petty Illnesses 





ADDING, 
* Auxiliary Heating for *Cold Spots' CALCULATING 
* Organizing For Accident Prevention and 
and special Annual Survey of all the Latest in ne iiS 
BUSINESS EQUIPMENT GEEICE PRINTING 
and 
ADDRESSING MACHINES 


BUSINESS, Published by Business Publications, Ltd., Whitefriars 
House, Tallis St, London, E:C.4. Telephone : Central 9891. 
Subscription Rates : 15/- a year post free in the United 
Kingdom ; 20/- a year post free in the Dominions and Overseas. 











Devices for High-Speed Multiple Recording 
that Increase Output and Reduce Errors 


EGRY PRODUCTS will fill every 
multiple recording requirement of 
your business—if handwritten through 
the use of an Autographic Register 
or if typewritten by the use of a Speed- 
Feed typewriter attachment, 

Speed is imparted to the operation 
through the use of continuous stationery 
eliminating the interleaving and deleav- 
ing of loose carbons at each set of 


Now more than ever speed combined 
with 
possibility of error is of vital import- 


reduction of waste effort and 


ance not onlyein production opera- 
tions but also in internal records in 
works and office, 

The equipment is inexpensive, easy 
to operate and can be adapted without 
Changing existing systems. 


writing or typing. 





THE 


Our staff of experienced Representatives is 
at your disposal to demonstrate its application 
withouf any obligation to you. 


Write or Phone: 


EGRY LTD 





, f ; THE 
AUTOGRAPHIC THSSEUES VE neuen P ONDON ANS SPEED-FEED 
REGISTER Telephone : Telegrams ; ATTACHMENT 


SHEpherds Bush 3377 


Egrycompak, Ealux, London 














Protect Your Plant 


against FERE ? 


immediate action is essential to combat the 
danger of fire from enemy action. BRISTOL 
Fire Fighting Apparatus is specially designed 
for simple, effective action, in all emergencies. 
No trained staff necessary. We can equip the 
smallest office and the largest factory. Let us 
advise you on your Fire Protection. 


BRISTOL aie ararus 
€ SIMPLE TO OPERATE. 









€9 ACTS IMMEDIATELY. 
Above: The “BRISTOL” 
Bi 3 gall Foam 
Extinguisher,  Subdues 


every kind of fire, 
ig oil, under al! 
tions, Turn upside 
for immediate 











Office of 
Pattern). 
ttern dual 
i nozzles for Spray or 
det action 





ENGINEERING 
STORES AND 


SERVICES 
LIMITED 


ASHTON 
GATE 
BRISTOL, 3 





The “RAPID” 
LETTER OPENING MACHINE 


With Automatic Feed, 


200 LETTERS A MINUTE. 





pP Type E/6. 
British Made. 


For the low price of £17 10 0 the small office can now 


enjoy the same advantages as the larger office using our 
Type E/3 Electric Model. 


INTERNATIONAL COIN COUNTING 
MACHINE CO. LTD. 


Office & Works: 
College Road, Cheshunt. Waltham X 3364.. 


Showroom & Service Dept.: 


133-141 Rosebery Avenue, London, E.C.l. Terminus 5255. 
WENCURÉLANSRICEUEUELIEE MEZURUANUS ONUUURNDIMUMENCMEA DAN SQNEESESÜIH cre aon rere arsenal 





Your Index to... 








WHICH CAN 


BE OBTAINED THROUGH THE ANNOUNCEMENTS 


IN THE ADVERTISEMENT PAGES IN THIS ISSUE 
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PRODUCTION MUST INCREASE! 
Do you know ?— 


1. The position of any order in your works. 
. Relation of performance to promise. 
How the department or the machines are “ loaded," 
. Where and when overtime is necessary. 
. How ‘Priority’ orders are faring. 
6. Plant and Machinery Maintenance (History and Costs), 









e One brief glance at any Cope-Chat Visible Index Tray for We 
will answer these questions in relation to your Orders, Jobs or Be 


M you have a works organisation query we will be clad to have an oestartenity for 
service, We have catered for hundreds during the past 40 years. May wie hele you? 


THE COPELAND-CHATTERSON Co. Ltd. 


EXCHANGE HOUSE, OLD CHANGE, LONDON, EC 4 


Telephone : CITY 2284 (3 lines) 



















































































Ut evety theee houts billing! 


PRIMUS Continuous Stationery automatically clips off ONE THIRD of your 
billing costs. That is a definite fact. One-third at least of your stenographer's 
time and energy is spent in preparing forms for insertion in the typewriter. On 
all repetitive work Hke billing, invoicing, works orders, purchase-orders, ete., perfect 
alignment and perfect duplication are required. PRIMUS Stationery assures this. 
The forms are set im continuity. All the stenographer has to do is flick her wrist 
and each set of forms is ready for typing, 
^ 

















The PRIMUS attachment, as supplied 
by us, fits any typewriter and facili- 
tates the smooth flow of continuous 
forms. It allows the machine at a 
moment's notice to be used for either 
biling or ordinary correspondence 
work. 













Ca:tet 
Davis 
Lid. 


QUEEN ELIZABETH STREET, LONDON, S.E. |. 
"Phone: Hop 0204-5-6. ‘Grams: Cedavislim, Hop, London. 
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BUSINESS AUGUST, 1940. 


MANAGEMENT CONTROL POLICY 





By The EDITOR 


This is a TAX on the Nation’s 


ULL blast of the Purchase Tax 

proposed on typewriters, book- 

keeping, calculating and dicta- 
ting machines, cash registers and 
other items of equipment for the 
office! The very machinery that 
makes modern progressive business 
possible at all, officially identified 
as “luxury goods.” Luxury goods, 
with mink coats, tiaras and all the 
rest. Machinery that enables manu- 
facturers to turn out more war re- 
quirements at lower prices penal- 
ised along with gold watches, 
yachts and diamond studs! 

The Purchase Tax, designed to 
discourage the buying of these 
luxury and other non-essential 
goods, is a good plan. But surely 
one doesn’t classify as “luxuries,” 
and forcibly curtail investments in 
equipment that is the very founda- 
tion of the nation’s vital war pro- 
duction ? 

What brains, what vision, what 
knowledge of business, what under- 
standing of how industry carries the 
war must have been lavished on those 
provisions when they were framed. 

Blundering along in the peculiar 
realm of its own Bureauracy has 
again and again exposed its incom- 
petence to conduct practical affairs. 
But as a piece of folly, a measure so 
completely the opposite of what the 
war effort really demands today, this 
proposed penalty on industrial 
organization and on the most 
economic use of labour and time 
stands supreme. 

If those bureaucrats of the quill 
pen era were consistent they would 
have drafted their measure to include 
the modern lathes, the drills, millers, 
riveting machines, presses, stamps, 
compressors and so on that are the 
life blood of the factories. But even 
the most obtuse official intelligence 


Industrial Efficiency 


e 








Quite rightly, the Pur- | 
chase Tax is NOT to 
be levied on produc- 
tion machinery for the W3 
Factory... 


Where, then, is the logic of imposing it on the 
‘production machinery’ of the office? 


There is noedivision between office and factory. The two are a 
unit—interdependent, not independent. Without the planning 
from the office the modern factory could not come into being. 
Without control and service from the office the factory could 
not maintain production. 











to avoid that absurdity. 
DO THIS NOW 


Business, therefore, has had a 
heavy and urgent duty thrust upon it. 
This is no less than the task of con- 
vincing the official mind that what 
the modern lathe, radial drill or 
miller is to the factory so is the 
calculating, the book-keeping and the 
dictating machine to the office. 
There's no difference. | Modern 
factory technique is impossible with- 
out the control exercised by an 
office equipped on equally modern 
lines. 

There was a time when widespread 
belief existed that the office and the 
factory were things apart from each 
other. Popular idea had it that items 
of newly devised office equipment 
were acquired on the basis of their 
novelty. 

Due to a‘lack of sufficient con- 
certed effort to dispel this belief it 
persisted and established the fallacy 
that all the machines designed to save 
time, labour and money in the office 
were mere "gadgets" and were 
bought (usually under pressure from 
specialty salesmen) as “frills” or 
interesting “extras.” 

if business men themselves have 
progressed far beyond the point when 
that idea was prevalent the official 
mind has certainly not advanced in 
the same way. The official mind must 
therefore be informed—and at once. 


HERE IS THE POINT 


The best way to do this is to put 
before it the facts : facts which prove 
irrefutably that a modern business is 
a unit of parts, delicately balanced, 
finely equipped, operating harmon- 
iously as a whole. 

A business is not first and fore- 
most a factory in which something 
is made and secondarily an office 
in which to keep a tab on the 
figures, 

On the contrary, a modern business 
is born in the office and thereafter 
continues to be absolutely dependent 
on the office for its sustenance. 

This sustenance is the planning, the 
organization, the control. And the 
effectiveness with which these three 
factors influence the production of 
goods in the factory is in direct 
proportion to the standard up to 
which the office itself is equipped and 
run. . 
For many years the whole function 
of this paper Business has been to 
explain and demonstrate the ways in 
which modern office equipment, 





was probably just sufficiently awake 


coupled! with the best equipment 
and methods in factory or work- 
shop, make industry more efficient : 
enable more goods of better 
quality to be produced at lower costs : 
lighten “labour and make a more 
economical use of time: in short, 
how they enable British business to 





OFFICIALDOM’S astigmatic 

eye does not see the true role of 

modern business equipment in 

this greatest production effort 

the country has ever been called 
| upon to make. 


i 
i 


| THE latest developments 
| in Administrative Equipment 
| for every dept. of business 
| will, however, be Reviewed 


| as usual in our 


ANNUAL 
EQUIPMENT SURVEY 


next month 


| It is hoped that this evidence of the vital 
| part played by modern equipment in the 
, nation's great drive behind the armed 
|! forces will help Bureaucracy to a more 
enlightened view. 


RCM ese, ed deen PES: 


compete successfully in the markets 
of the world. 

To quote but a few out of very 
many instances : 


ONE 


We have showed how, by installing 
the most modern office equipment, 
one of the best known engineering 
concerns in the country has main- 
tained its progress through being able 
to get daily profit and loss accounts 
by jobs. This modern equipment gave 
the company : (1) Control of all costs 
by comparison with 'standards'; (2) 
Accurate statistics daily, with far less 
clerical labour; (3) Reconciliation of 
costs with the financial accounts of 
the company. (4) Visible profit or 
loss daily on production, sales and 















stock for every class of product 
manufactured. 


TWO 


We showed how another great 
company saved thousands a year in 
costs by increasing the efficiency of 
its buying methods. Modern equip- 
ment enabled this concern to abandon 
principles of haphazard selection or 
personal favouritism and to use 
instead a system which automatically 
revealed all suppliers in strict order 
of their merit and according to their 
actual performances as distinct from 
their promises, 


THREE 


One of the most notable examples 
we ever cited was that of one of 
Britain's best known combines of 
steel manufacturers. By putting in 
modern equipment for control this 
group :— 

1. Saved no less than 133 million 


clerical figure entries per 
year. 

2. Saved, per year, £311,000 in 
cash. 


These economies, of course, were 
effected in almost every department 
but the effect of their aggregate on 
the prosperity of such a basic 
important industry is something that 
cannot be ignored. 


FOUR 


In a quite different form of 
organization modern mechanised 
equipment enabled the firm to save 
time equalling two whole working 
months per year. 


FIVE 


The head of one of the biggest 
firms in the country manufacturing 
electrical goods said to us in an 
interview: “One of the greatest 
problems of management today is to 


.keép up the quality of products while 


enormously increasing their output 
and lowering costs... Only first class 
management methods can raise 
quality and at the same time reduce 
costs." And in the article written 
from this interview we showed 
how this great firm, by installing 
the most modern machinery in the 
office for controlling the supply of 
raw materials, operative time and | 
costs, stock of finished products 
and their distribution through the 
various outlets touched new re- 
cords of output and profitable sales 
year after year. 

We could cite scores and scores 








more actual examples of the growth 


of businesses made possible solely by 
the instalation of modern office mac- 
hines and equipment, Every one of 
these examples would show that 
progressive, successful business is 
born and sustained in the office. 

This, then, is the evidence to put 
before the archaic minds of the 
bureaucrats who would put a heavy 
penalty on the absolute mainspring of 
the country's industrial effort, 

The evidence quoted above refers 


Reclaiming 


Vital Raw Materials From 


THIS PLANT UNIQUE 


N the Ford factory they have what , 


they call the sintering house and its 

special purpose is to reclaim materials 
which are otherwise waste, such as 
metal borings and filings from the 
machine shops and the fettling shóps, 
iron ore dust, blast furnace sludge, and 
coke breeze. In their original form 
these materials are too fine to be used 
in the blast furnace because the fierce 
draught of air would immediately blow 
them out again. Ín the sintering house 
they are agglomerated into a heavy 
sinter or clinker, which can be utilised 
effectively in the blast furnace. 

The process not only saves many 
hundreds of tons of ore but one very 
valuable effect of sintering is to reduce 
the sulphur content of a material. It 
is therefore a method of utilising 
materials that are otherwise unwork- 
able on account of their sulphur 
content. 

The very fine ore dust contained in 
the blast furnace gases can be re- 
claimed in this way. The furnace is 
water-cooled and the cooling water is 
also used to cleanse the blast furnace 
gases. After use this water contains 
a high percentage of solid matter. It is 
therefore drawn off into a large circu- 
lar tank with a conical bottom. The 
solids are allowed to settle in the 
bottom of the tank, while large slowly 
rotating blades scrape the solid matter 
from the bottom into a pipe, where it 


is pumped as a sludge to the sintering" 


plant. Every day 40 tons of solids are 
reclaimed by this means. 

The sintering plant is essentially a 
chain grate machine. The reclaimed 
waste materials are fed from hoppers 
on to the sintering grate which is 
similar to the chain grate stoker of a 
boiler. As the material travels over the 
grate it is roasted by means of gas jets 
and, combining with small coke, forms 
into. a clinker mass. When cool this is 
broken into pieces of a size suitable 





of course to peace time busfgess, but 
today the bulk -of peace time 
businesses are either wholly or partly 
engaged in winning the war. And 
those that are not, are doing their 
best preparing to win the peace that 
will follow. In both situations there- 
fore the same vital need exists for 
sustaining business and industry on 
the highest possible standards of 
vigour, efficiency and economy. 
Therefore we say to all our friends, 
the manufacturers, and suppliers of 


* 


—— áp ————— 


From an Executive at the Dagenham Works of 


THE FORD MOTOR COMPANY LTD. 


for handling and heavy enough not to 
be blown out of the furnace by the hot 
air blast. 


POWER FROM REFUSE 
fine example in economy is the 


A provision made for obtaining 
fuel from refuse. The works has a 
special treatment and disposal house 
which is capable of dealing with 333 
tons of London refuse every 16 hours. 
Gases produced by burning the refuse 
are used as fuel in specially. designed 
power house boilers, and thus save 
many hundreds of tons of coal. 

Refuse arrives at the works and is 
Üüscharged by @conveying elevating 
equipment which practically eliminates 

anual handling. Provision is made for 
the most efficient separation and re- 
covery of ferrous and non-ferrous 
metals, which are baled and put to 
further uses. 

The combustion gases are produced 
by incinerating the remaining refuse in 
furnaces operating at high temperature, 
until all that remains is a hard clinker. 
Apart from yeilding most valuable fuel 
this system has the advantage that 
complete sterilisation of all putrescible 
matter is ensured. 


SAND RE-US 


ANY tons of sand are used in the 
foundry for forming the moulds 
into which molten metal is poured. A 
sand recovery plant is installed which 
permits this sand to be used over and 
over again. 
The sand is collected by means of a 
belt conveyor running beneath the 









modern business equipment: from 
the mass of irrefutable evidence 
that exists, assemble your case, Put 
it before Officialdom in a way that 
cannot ‘be misunderstood. Insist 
that this tax is a tax on the vital 
production of the country. Tax- 
ation, we know, must be borne. Bat. 
the burdens must be rightly and 
appropriately placed. This ome is 
mis-placed and is therefore minic- 
able to the nation’s welfare at this 
present time of great emergency, 








he sand 









moulding machines. 
on to the conveyor it 
netic separators 
“tramp”  iron—small part 
cling to the sand when 
castings are removed fror 
(These metal particles ma 
of the minute scrap which 
into blast furnace s 
above.), The clean sand 
by conveyor to the mixi 
hoppers which feed the 
veyors. The entire proc 
synchronised by a syste 
light. signals. 










OIL RECOVERED 


VERY wee ] 
lubricating oil ar 
Ford Works. Oil used : 
testing and similar purpe 
valuable lubricant. H 
cleaned in special filtering 
and used again for less 
purposes. 










BY-PRODUCTS FROM COKE 


HE gases generated in the coke 
ovens are treated in one of the 
most modern by-prc nts in the 
world. Every 1,000 
bonised in these ovens 
imately 12,000,000 cu. 
tons of Ammonium Sulpha 
fertiliser), 10,000 gallor 
3,000 gallons of motor 
Toluol, Xylol, Solvent, I 
from coke. 
Even the heat which 
when the glowing coke 
used. The cooling is carr 


























means of gases, which are "heated as 


they pass over the coke, and the gases 
are then passed through boilers, pro- 
ducing steam at useful pressure and 
economic cost without the consumption 
of any other fuel. 


BORINGS AND FILINGS 


ETAL borings and filings from 

the machine shops are reclaimed 

and prepared for further use in the 

sintering house. The dust of grinding 

wheels contains metal particles of the 

parts smoothed on the wheels, and even 

this mixture is reclaimed, yielding tons 

of metal 

The particles are collected on con- 

veyors which traverse the shops. 


NEW LIVES TO TOOLS 


HE foundry and machine shops 
have their own tool repair depart- 
ments. When production tools wear 
out they are made over to fit smaller 
dimensions, or fitted to do something 
else. This goes on until there is nothing 
left-of them but scrap metal, which is 
re-melted and the various alloys re- 
claimed. 


SALVAGE 'IDEAS' DEPARTMENT 


TE works has a special Salvage 
Department, with the duty of 
devising ways and means of making 
savings. 

Every scrap of wood, rubber, metal, 
string, cloth or leather is saved, no 
matter how small it may be. Nails are 
saved for future use or for the scrap 
metal they will yield. Boards and 
blocks of wood, no matter how small, 
find some use. Scraps of paper dis- 
carded by workmen are reclaimed and 
baled for re-pulping. 





EAGLE EYE ON PAPER 


PECIAL efforts to economise in the 
use of paper and stationery items 
generally have been made in the past 





few years. By the standardisation of 
qualities and weights of paper, size of 
form, lay out and colours, big econ- 
omiės and improvements have been 
effected. 

All forms when being reprinted are 
carefully vetted to see if any improve- 
ments can be made. The need for con- 
serving paper stocks during. war-time 
has Jed to the introduction of further 


changes whici in a few cases do not 


always provide the same facilities as 
hitherto, but nevertheless the quantity 
of paper used is now regarded as the 
more important factor. 

Very few forms have previously 
exceeded the standard quarto size, but 
many of these are now being reduced 
to 8vo and both sides of the paper used 
wherever possible. 

All used paper, cards and boards are 
reclaimed and paper already used on 
both sides is sold for re-pulping. The 
remainder is used again for printing 
further forms on the reverse side or 
for use as scrap pads. Binders and 
folders are used agMn after obsoleté 





Initiating The New Employee 


NE of the duties of personnel 
managers which has become. vastly 
more. important since the real war 
pressure of. work began is that of quickly 
and. fully. initiating newcomers into the 
work and routine of the factory. This is 
particularly so in the case of newcomers 
not already experienced in factory work. 
In.some firms newcomers are given a 
short initiation period before beginning 
any. work at all “This of course allows 
of a brief. intensive course that. very 
quickly enables newcomers to shake down 
comfortably. reel however, this is 
only.possible in large works where there 
is.a fully staffed. personnel department. 
Nevertheless, in all- manufacturing 
firms it will be found sound policy, how- 


ever it has to be arranged, to give a 
helpful grounding to newcomers. 


This should include—apart from intro- 
duction. to workmates, etc.—an expla- 
nation of the part played by the firm's 
products in the national effort with 
special emphasis on the mew employee's 
own particular work; explanation of the 
rules of the firm, hours, recreational 
facilities, etc.; 
is. a sound constructive talk on safety. 
Safety is a national as well as an indivi- 
dual need today, it should be impressed 
upon the young employee that in as much 
as the firm is doing all in its power to 
ensure the safety of its workpeople it is 
also a duty of every individual to do his 
or her part in this matter, Absenteeism 


and particularly important. 


——— oo 
New Yorker. 


contents have been destroyed. 

Steps: are taken to ensure the max- 
imum use of carbon paper, Letters and 
internal- communications are being 


: abbreviated and smaller noteheads and 


envelopes used. 

Used: envelopes are: being reclaimed 
ànd.the practice of leaving envclupes 
unsealed for non-confidential documents | 
is also being developed. This obviates 
tearing the enelope when attempting to 
open it. and leaves it available for 
further use by pasting a label over the 
front. 

This can be done during the slackest 
periods of the day and obviates con- 


gestion. when dealing with peak-loads 


of outward mail later in the day. 

A further experiment of dispensing 
with envelopes altogether is being tried. 
The notepaper is folded, the outside 
fold having the address and a franked 
impression thereon. Such letters. or 
unsealed envelopes are still liable for. 
the. full-letter-rate postage unless thes 
documents can be classified as “printed 
matter.” a 


through avoidable accidents, it should be 
pointed out, is a serious thing and can- 
not be afforded today: 

In firms where medical, dental and 
other services are provided on the pre- 
mises the newcomer should be impressed 
with . the importance... of intelligently 
utilising, these services... Among ` many 
workpeople it is a mistaken idea that 
malingering is suspected if seemingly 
trivial symptoms of feeling ‘off colour’ 
are trotted up to the “medical officer. . 
Actually, this is a very wise policy, 
especially in these days of extra strain 
and. it should be ‘encouraged. Every 
experienced medical: officer will confirm 
that a-great deal of lost time could be 
saved -if - employees -would . use their 
common sense and submit their troubles. 
in the earliest: stages. In encouraging. this 
policy the risk of malingering. can well 
afford to be taken.. A medical officer. can 
always spot it, and real malingering is 
rarely anything but the merest fraction 
of genuine appeal > 





Helping Employees 


to keep up their PEAK. PRODUCTIO 


By R. L. MARTINEAU 


HE turn of this year will see the 

beginning of the most onerous 

winter which industry. has ever 
been called upon to face. 

To increase steadily our already 
enormously intensified war output in 
the face of a blackout still more 
stringently imposed and in spite of any 
‘o possible. disorganization by. enemy 
action will surely be a great task. 


"Use This Good Weather to 
~ Make Preparations 











That we shall do it, and do it with 
Success, need not even be questioned. 
But we must, while daylight hours and 
¿weather are still favourable, make all 
préparations to meet the many troubles¢ 
‘that will crop up as the weeks go on. 

Just what exegencies may arise 
directly out of enemy assault on this 
land it is impossible to predict. But 
apart from that, many difficulties 
already felt are likely to be intensified. 
These difficulties vary considerably but 
they really all boil down to the great 
double problem of maintaining a 
tremendous output—even increasing it 
—while throughout the whole of 
industry keeping up a high standard of 
employee morale, health and efficiency. 

This latter part of the problem is. in 
“fact management's greatest and most 
“urgent responsibility because upon it 
the success of. the first part almost 
entirely depends. 


Pre-War Management Does Not 
Work Now 


As a first step towards tackling this 
vital problem ‘managements, if they 
have not already done so, must throw 
overboard many of the pre-war ideas 
about running an organization. «For 
“example, to run a hard pressed manu- 

facturing business now, by remote 
.control from statistics and reports, is 
impossible. Controlling executives have 
got to come right down, personally, to 
the intelligent and sympathetic control 
‘of personnel as the whole crux of the 
situation. 

It has got to be understood that no- 
body, not even the latest joined junior, 
is unimportant now. Industry cannot 
afford to overlook the welfare of a 
single one of its employees. 


Many New Harmful Influences 
To Combat 


The duty of fostering the wellbeing 
of staffs at the present time is a 
tremendous undertaking, so many and 
so great are the harmful influences that 





Writing as a typical small-medium size manufacturer, 

. * . 
working at capacity, and facing the problems of a 
difficult time ahead 


constantly sap the mental and physical 
stamina of every individual. These 
influences are quite apart from the 
normal extra strain and striving con- 
tinuously for an increased output. They 
include intimate and personal fears 
about all aspects of the war, anxiety 
for relatives and friends, domestic 
troubles due to the splitting up of 
families, difficulties over shopping, 
travelling in the blackout, and scores. of 
other things. 

Unless, therefore, managing execut- 
ives of all grades broadmindedly and 
sympathetically realise the tremendous 
weight of these influences upon work- 


people they cannot hope to 
an organization At the 
efficiency that is dema 













Welfare and Efficiency of PERSONNEL: 
Management’s Most Urgent Responsibility 


Here are a few of the things that will help 


to work better, with less fatigue, less worry 


Maintain smooth, sympathetic 
relationships between all ranks 

of staff & management. ‘War nerves' 
affect everybody & need utmost 
mutual considera tgon 


Give staffs fair opportunities to 
air complaints to competent author- 
ities 


Medical exame (including eyesight) 
for all applicants before engage- 
ment. This reduces riske of ill- 
nesses & absehteciem later 


Ensure fullest relaxation is taken 
during rest pauses 


Use music & all possible devices to 
combat "i of work 





Exercise intelligence & ingenuity as 
well ae mechanical devices to prevent 
accidents 


Make maximum use of labour-saving 
equipment to obviate lifting, 
carrying, walking, etc. 





that's 
Now | 


staffs | 


Proper heating énd ventialting are 
vital to health & good work 





Blackout must NOT hinder ventitetion 


Use modern methods (aireionis&tion, 
antiseptica, ete.) to prevent spread 
of epidemica 


Noise is gréat enemy of already 
harasased nerves; reduce it at avery 
possible point 


By adequate canteen. serviess look 

after employees whose domestic 

circles have been disorpenisad 

Provide refreshments at rest pensne 








Provide warmth in-air raid sheltera 


Nervous employess (women, young pereos | 
etc.) get thes home before rush Howe iB 
the blackout 


Exercise continuously every possible 


means to improve working condition - 
and smooth away difficulties 

































Getting the 















Factory and Office 
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Balanced Heating and Ventilating : 


How it Reduces Fatigue 


EFORE attention is given to any 
specific equipment for factory 
heating and ventilating it is essen- 
tial to understand the following basic 
factor : The human machine (the work- 
people of the factory concerned) can 
give and maintain its best output level 
only under a very definite condition of 


balanced heating, ventilation and 
humidity. 
By ‘definite condition’ we do not 


mean a single immovable formula, but 
we do mean that the best working 
conditions lie within a quite narrow 
band of the possible combinations of 
heating, ventilation and humidity. 

We know, of course, that work can 
be carried on in almost complete 
defiance of these requirements, such is 
the great power of the human 
organism to adapt itself temporarily to 
the conditions of its environment. But 
the consequences of such a policy are 
too well known to need discussion here. 
it is sufficient to say that, whereas in 
peace time such a defiance was both 
inconsiderate and bad business, today, 
with employees’ health and maximum 
output of work a vital need, it is 
nothing short of sabotage of the 
national effort. 

If managements, therefore, will see 
clearly that a “correct” atmosphere for 
their particular work does exist, and 


e 
A high output of human energy makes tremendous call on the 


bodily resources of health. Both work and health can be main- 


tained ONLY if the fuel supply (air to breathe) is kept rightly 


adjusted. This right adjustment comprises— 


ADEQUATE VOLUME OF PURE AIR MAINTAINED AT 
THE RIGHT TEMPERATURE AND HUMIDITY 


that it must be provided, they will have 
taken the first very important step in 
the right direction. 

It is not at all necessary for manage- 
ment itself to bother further with the 
technicalities of precisely what that 
atmosphere should be. To look after 
this side of the matter there exist 
specialists who provide, free of charge, 
practical advice and service of the 
highest technical order. 


Use This 
Free Advice 


Having made it clear, therefore, that 
complete expert advice is available to 
any business man who will take 
advantage of it, it will be useful now 
to mention something about the detail 
of balanced heating, ventilation and 
humidity. 





This is a radiant (gas) heating instalation known ag the hundred per cent. mixture system. By 


drawing from outside the factory all air required 
to the pipe line combustion troubles formerly set 
permits a single pipe line to be used, 


it travels. 


for combustion and mixing it with gas before delivery 
emre Rd by bore ae are banished. This system aiso 
: ; ant heating operates on the important principle of hi 

the objects which it strikes (work benches. walls, floors, personnel, e ze T re ME 


.) and NOT the air through which 


The whole system is thermostatically controlled. 


The system that most completely 
provides this balanced state is of course 
air conditioning. | Unfortunately ‘air 
conditioning’ is a term that is often too 
loosely used. It means exactly what it 
says—no less. 

To have perfect air conditioning, 
therefore, the building must be, virtu- 
ally, hermetically sealed from all 
sources of air supply except that which 
comes via the conditioned air equip- 


ments in-take. That is obvious 
because if you instal equipment that 
“will wash, heat or cool dry or 


humidity to exactly the right degree 
your in-coming air, then all this is 
useless if untreated air is permitted 
also to rush in through open windows, 
skylights, doors and other uncontrolled 
openings. 

To guard against these 
factors full air conditioning 
fore usually incorporated in buildings 
as they are built The architect 
provides all the needful conditions in 
ehis plans for the structure, 

Full air conditioning can of course 
be put into an already existing building, 
*but to do this structural alterations are 
generally necessary. 

For every firm that can afford such 
alterations, however, there are hundreds 
who cannot. These firms therefore will 
be interested to know that an extremely 
valuable degree of air conditioning can 
be obtained by the use of individual 
air-conditioning units that look like 
ordinary radiators and can be installed 
with even less trouble than steam or 
water radiators. 


upsetting 
is there- 


You Need These 
5 Conditions 


But, equipment aside for the moment, 
let us look a little more closely at the 
nature of proper atmosphere and what 
it means in relation to working 
conditions. 

There are five fundamental necessi- 
ties in maintaining a healthful atmos- 





the 


to Face 





phere in any factory or other building; ! 


(1) correct, constant temperatures; (2) 
the right degree of humidity; (3) 
correct air movement; (4) adequate 


ventilation; (5) purity of the air. True ' 


air conditioning controls all five. 


Why Moisture 
Is Vital 


When you artificially heat enclosed 
spaces you warm tup your factory, but 
at the same time you extract moisture 
from the air by evaporation. Actually 
this moisture factor is more important 
to health and comfort than temperature. 


Tests have established that, taking | 
saturation as 100 per cent, the relative | 
humidity of the air in a room should be [- 


between 50 and 60 per cent. At that 
percentage health and bodily comfort 
are maintained with an air temperature 
of 65»—68*», When the heated atmos- 
phere extracts the moisture and brings 
the humidity factor below 50 per cent, 
the mucous membranes cease to secrete 
and the skin becomes dry. 

We all have mucous membranes in 
the nose, throat and lungs. These 
normally should filter the air we breathe 
and regulate the humidity. When we 
breathe constantly air that is deficient 
in humidity as we do in all heated 
spaces the membranes dry up, and, in 
time, cease to function properly because 
they don't secrete moisture any more. 


Heat Minus Humidity 
Favours Dust, Germs 

Here is the significance of this condi- 
tion; the higher the temperature goes 
and the lower the humidity, the greater 
the freedom with which dust moves 
about. Germs of many ailments are 
carried on dust. Therefore, when we 
breathe this dust we breathe in the 
germs and as our mucous membranes 
fail to function fully those germs obtain 
the necessary freedom to attack vital 
points. Result: colds, influenza, laryn- 
gitis, grip, etc, which means lost time 
and inability to work efficiently. 

With any form of uncontrolled atmo- 
sphere, bodily discomfort to some or all 
of the staff is bound to arise. For, in 
addition to the factors mentioned, there 
is always this point to consider; every 
adult person gives off about 400 B.T.U.'s 
of heat plus two ounces of moisture per 
hour. It is quite understandable, there- 
fore, why rooms full of people quickly 
become "stuff y." 

The “stuffy” atmosphere is the 
beginning of the condition that is a 
prolific cause of fatigue, and this in 
turn leads not only to lessened output 
but to accidents (through the faculties 
becoming dulled) and to illnesses that 
result in absenteeism and possibly 
epidemics. 

The only complete answer to this 
problem of heating, humidity, air 
movement and air purification is for 












Coming 





For health and work-comfort Moisture 
content of air is more important than 
temperature. Our article explains. why. 
The above instrument measures humidity 
and telis you when your air ts correct, 


you to manufacture ideal weather in 
your own buildings. 

Scientists, doctors and technicians 
have determined by practical experience 
over many years that there is a winter 
and a summer “bodily comfort zone" 
which is exactly right for the main- 
tenance of health. You can't determine 
this by reading a thermometer. The 
temperatures registered don't tell the 
complete story. They show only the 
degree of heat and leave out the vital 
factors of (a) humidity and (b) air 
movement. 

There is how a special instrument 
which combines all these factors and 
gives a reading from which you can 
truly judge conditions, called Effective 
Temperature. As an indication of 
effective temperature it may be stated 











AIR 
ADJUSTER, 


inter’s 
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Problems 





that all combinations of temper 
humidity and air 
feel equally comfortabl 
human being have the s effective 
temperature. 

For instance, perso no 1] 
clothed feel M 
temperature of 66 F am elatrv 
humidity of 72 per cer & wher 
the temperature is 7 
relative humidity is 20 per cent. LH 
each case the effective 
is 64°F, However, for both healt! 
and comfort effective 
should be based on between 50 per 
cent. and 60 per cent. relative 
humidity. On the reading of this 
instrument the 

» temperatures (not air 
for maintenance of health ar 
winter, 64 to 75 deg.; summer, 69 to 
81 deg. These figures are not ther 
mometer readings, but effective tem 
peratures, depending on the per 
age of humidity and amount of air 

movement plus the air temperature 


How To Keep 
Health Zones 


3y means of air conditioning you can 
maintain these zones of health. You 
keep up a supply of fresh air that is 


movement whicl 


Just as 


emperaturt 


emperature 


rang 01 CT tecti 


temperatures ) 


filtered, humidified or dehumidified, 
warmed or cooled (according to 
conditions) and distributed so as 


ensure correct air movement 


As we said just now complete air 
conditioning involves installation in the 
structure of the building, but the small, 
inexpensive separate unit 1 in 
extremely effective degre iT 
conditioning—especially where they can 
be installed in closed rooms, depart- 


ments or offices. 


Forms ot effective heating 


CONSTANT VOLUME GOVERNOR 


CALIBRATED NIPPLE. 


VENTURI MIXER 







: 


For small installations and where the noise of high pressure gas is inconvenient these low-pressure silent 


radiant heat units are designed, 


They need a double pipe line, the gas-air mixture being made in a 


chamber at the back of each unit, 





it 


Stricter Ventilation Requitements Now 


H.M. Inspector of Factories has realised how hard it has 


been up till now, to meet Factory Act'standards of Ven- 


tilation in face of the blackout. Now, however, he con- 


siders executives should have overcome their difficulties 


and he will in future require ALL ventilation to be adequate 


utilise the natural laws of convection 
for the movement of air currents, but 
which do not introduce any factor of 
humidity control, are the various types 
of “radiant” heating. Putting it broadly, 
these are electrical or gas units, fixed 
10 feet or so above floor level, which 
spread their heat in every outward and 
downward direction just as a lighting 
unit does. 


Radiant Heaters 
Effective, Cheap 


This wide directional ‘spread’ of heat 
has a notable advantage: it banishes 
those ‘cold spots’ so often experienced 
in factories and workshops which have 
otherwise quite good heating arrange- 
ments. 

These radiant heat units are notably 
conservative in their current or gas 
consumption, which is another point in 
their favour. 

Another style of radiant heat is that 
which utilises radiant panels. Electric 
radiant panels are familiar to many 
people but rapidly gaining popularity is 
the system of gas operated panels which 
are in the form of a porous refractory 
brick. Combustion takes place just 
below the surface of the brick so that 





This is a single-unit gas operated air-conditioner; it 
combines air-filteration, humidificaton, ionization, 
purification, heating and forced air circulation. A 
single unit will heat, and circulate air through 15,000 
cu. ft. space (more than the space in the average 
T.room house) even in the coldest weather. These 
units give (in principle) the nearest possible to ‘built- 
in' air conditioning. 


v 
its face becomes glowingly incandescent 
with a complete absence of flame. 
These heaters are intended for fitting 
not less than 10 feet above floor level. 

It is claimed of radiant heating that 
it is the only heat-giving medium that 
does not heat the air. This means, not 
only a saving in fuel consumption but, 
what is more important, the air is 
maintained at a comfortable breathing 
temperature. 

It is also claimed that, as a general 
rule, less than one-half the B.T.U. 
consumption is required when radiant 
heat is employed as compared with any 
other known form of artificial heating. 

But whatever form of heating is 
employed, whether it is steam, water, 
gas or electrical it must be considered 
in conjunction with humidities and with 
draughtless ventilation—draughtless— 
that 1s important. 


Change Air Six 
Times Per Hour 


Ventilation at the rate of six 
complete changes of air per hour is a 
reasonable standard, though if processes 
are carried on involving combustion or 

. LJ 
the production of fumes then a much 
higher standard must be provided, but 
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this is regulated by the Factories Act. 

With, some forms of heating, 
especially overhead steam pipes, the 
higher air in a shop becomes over- 
heated. This is inclined to produce a 
most unpleasant symptom of “headi- 
ness” among the workers, but the 
condition can be overcome by a faster 
flow of air induced by the ventilation 
system. This increased circulation 
mixes the air of different levels, and 
dissipates the heat. 

There are on the market today a 
wide range fans designed to provide 
draughtless ventilation under every 
industrial condition. There are the 
small ten-inch fans one of which alone 
will adequately change the air of the 
small office or shop right up to the huge 
fellows of tremendous capacity that 
will move scores of thousands of cubic 
feet of air per hour. 

Owing to the blackout regulations 
many of these types of fans are now 
specially constructed either to be light- 
tight or to work in light-tight ducts. 

The ordinary types of louvred win- 
dows and panels cannot be used for 
ventilation except in most exact con- 
junction with blackout precautions, 
which of course renders them practi- 
cally useless after dark. There are 
now, however, special louvred panels 
that can be used and left free of black- 
out obstruction provided they are not 
near any lighting source that renders 
them ‘dangerous.’ 


The blackout of course has imposed 
tremendous difficulties in the way of 
adequate ventilation. But here again 
the manufacturers of ventilating equip- 
ment have had their experts working 
ceaselessly on the problem, and the 
experience they have gained is now at 
the disposal of any business manage- 
ment that will take advantage of it. 


ee 


Prepare now to make your 


Blackout F ault- Proof 


T is no exaggeration to say that when 

the late autumn and winter of last year 

brought the long hours of darkness the 
blackout arrangements used throughout 
industry generally were nothing short of 
chaotic, This was due first of all to the 
difficulty experienced by most business 
men in deciding what principle of light- 
obscuration to follow, and secondly to the 
great shortage of suitableJmaterials for 
blacking out. 


These difficulties continued right 
through the winter, and it was an 
enormous relief to industry when the 


winter turned and the daylight saving 
order was put into force very carly in 
the year, 

This autumn and winter many thousands 
of firms will be working, not only for a 
few hours after dark, but the whole 


night through. And thousands more firms 
will be working overtime up to a late 
hour, This, coupled with the fact that 
Britain must work on under the continu- 
ous menace of aerial attack, makes the 
factor of blackout of absolutely supreme 
importance. Let there be no mistake 
about that—of absolutely supreme 
importance, 
. Patched-up blackout and the use of 
interior materials is no longer counten- 
anced, 

We have enjoyed a kind summer—kind 
so far as the weather is concerned—and 
there is still some ‘easy’ weather to come, 
but the time has certainly arrived now 
when a complete check-up of the blackout 
should be made in preparation for the 
winter, 


Now, the first thing to be done in this 





* You need Blackout of 2 kinds: 


Moveable and Permanent 







For this winter you may want to alter your proportion of ots to the 


other. It is not easy to decide exactly which to fit where, but based 


on experience so far, try to decide now 


* Make ready to scrap all patched-up and compromise expedients. 


Use the best equipment, it saves time, tempers and risk of prose- 


eution. 


"X Too many dimmed lights in corridors, stairways, etc., lead to acci- 


dents. Use good (but carefully placed ) lighting and proper blackout 


K Wherever possible have inside surfaces of backout screens, blinds, 


' etc., painted, sprayed or lined WHITE. This banishes gloom and 


increases effectiveness of your lighting 


check-over is to decide quite definitely in 
your mind whether your present scheme is 
basically sound or whether you need to 
put into force a tighter arrangement of 
permanent blackout. 

For instance, there may be glass areas 
such as roof lights, some windows, door- 
Ways, es which, through the summer 
months, ! have been quite well blacked out 
by curtains, blinds or frames but which, 
in the ‘coming winter, you may think it 
better to obscure permanently, Decide this 
question now and be quite clear about it. 


Obscuration & Blast Protection at 
Same Time 


For this kind of permanent obscuration 
there are available not only many 
excellent special paints (for glass work) 
but there are also anti- -splinter compounds 
which are pigmented to give complete 
light obscuration at the same time that, 
they prevent the glass from flying ii’ 
smashed by blast. 

Your blackout problem really thus falls 
into two main parts : your permanent and 
your moveable blackout. 

The past months’ experience will have 
taught you that it saves a lot of trouble 
and risk of defaulting to have as much 
of the blackout as possible of the 
permanent variety. A bit of extra loss of 
winter daylight doesn't matter. This can 
be more than made up by well planned 
artificial lighting. 


Too Much Light-Dimming Leads 
To Accidents 


Last year there was a mania for special 
light shields and other gadgets devised to 
meet the emergency of the moment. 
Experience went on to prove, however, 
that it is far preferable to leave the 
artificial lighting alone—to improve it, in 
fact--and to perfect the arrangements for 
blacking out. . The only places where 
dimméd lights are really necessary are in 


entry and exit doorways. Elsewhere in 
buildings, even in corridors and on stair- 
ways, it is well to have reasonably good 
lighting and to have the windows properly 
blacked out. Last year's temporising with 
almost completely obscured lights’ in 
passages and on stairways caused a great 
number of accidents, many of them 
serious, Today, absentees cannot be 


* 
Automatie Blackout For 


Exit and Entrance Doorways 





This is an automatic light-extinguishing switch for 


use in exit or entrance doorways. Action of opening 
the door instantly puts out the light, switching on 
again when the door closes. This arrangement avoids 
the need to obstruct doorways with heavy curtains 
and other light-traps that can be Lor a nuisance 
where many people have to pee and fro. A 
similar automatic switch is made that gives only. a 
dimming effect instead of extinguishing the light 
completely. 











rdéd rythme 
staffs üp to full strength. 
Having completed your 
permanent part of the 
attention to the ‘moy 
This needs very carefu 
is no shortage of materia 
rate. In fact there is a. f 
and variety of material 
than there was last wint 
suppliers of these material 
cases developed their own 
and today can advise | 
the best and most 
blackout for any g 
situation, 












































Adjustments Must be. EASY, 
That's Important 


Whether you use blinds curta 
frames for vour moveable black : 
that you choose what 1 
easily operated for the pa 
This is important because. p 
responsibility it is nightly to 
out in place are liable to 
less care as familiarity y 
on them. *Difficult^ adjuste: 
more hkelv to be skimpe 
consequent increased danger 
the strict regulations, 


Do Away With Obstacles to 
Free Movement 


Light traps around 
doorways need particu 
The object must be, while e 
to put the least possible of 
way of free movement of 
in and out. Early attémp 
included elaborate curtaiui 
ways. Avoid these loc 
wherever you can, tf 
obstacles in the dark, 
there are steps, Build, i 
“L” Hight trap of rigid, fire 
stich as-one of the synthetic 
able. today, or of H 
stretched tightly on à 
it quite easv. and safe 
S^or L bend, provided no obsti 
in the way. 


















Helps Workers’ Morale By Lifting 
The Gloom 


And here's a good tip. 
permanently blacked out 
windows. and paint the ù 
white, The same with 
blackout window: fram 
blinds--have their inside surfaces p 
Eom or Hen | white. 



















faery. or werkaban’ tenti " 
increased in effectiveness; W 
large surface areas are left bi 
of your lighting will be af 
whole shop will be v 
dulled, You wil this not 
the current you pay for, à 
put wil suffer and certal: 
of workpeople will not t 
such big expar č 
inside, use white 
point of view. 

Finally, but not least i 
absolutely sire that 
maintaining the blackout 8 
stood by whoever is dele 
job. 
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Strong-Hoom As Bomb-Proof Office 


As it is fully air-conditioned the strong room of this firm has been turned into an 


office for the secretary of the company. 


Here he can work, with all the valuable 


documents of the firm, in complete safety from air attack. A specified number of the 
staff also use the strongroom as an air raid shelter, 


Brightening Gloomy 
Shadows 


OT a very artistic piece of work, 
but cheap and thoroughly effec- 
tive was a white lime-washed tar- 
paulin suspended behind certain ma- 
chines in a small engineering shop. 
This shop, like thousands in the coun- 
try was old fashioned, artificial lighting 
on the machines was good, but due to 
the old, gloomy structure itself spaces 
behind and around machines were full 
of almost black shadow. The tarpaulins 
banished the shadows, reduced the vio- 
lent contrast between brightly lighted 
machines and dark surroundings and 
lessened the risk of accidents. 


Watch For The 
Accident-Prone 


OME employees are more prone to 
accidents than others. Record, in 
detail, of all accidents that occur will 
help factory executives to discover who 
among their employees are accident- 
prone. Tactful removal of these people 
to work that is less ‘dangerous’ to them 
will cut down the productive time lost 
b: them through accident. It will 
probably improve their morale, too. 


This Helps To Prevent 


Absenteeism 


66 N war there must be no preventable 


loss of time or output The 
lowest rates both of sickness absence 


and labour wastage are found in organ- 
isations where the working conditions 
are good, where the selection is critical, 
where there is a reasonable chance of 
promotion, where the administrative 


Filters Used Lubricating 
Oil for Re-use 





Lubricating oil 
product just now. By filtering used oil much of 


is an extremely valuable 


it can be re-used, thereby making a great 
economy. This new filter can recover j to ij 
Bal. of lubricant per 12 hours. It works by 
compressed air (no heat) and has no mechanism 
to £o wrong. 


staff understand the work and the 
workers, and where the organization is 
stable but not rigid. Full opportunities 
for the expression of grievances or 
complaints will prevent difficulties and 
misunderstanding, and in that way con- 
duce to low sickness absence and wast- 
age rates."—Emergency Report No. 1, 
Industrial Health in War (Industrial 
Health Research Board). 


Insist Upon Eyesight 
Standards 


HE tremendous importance of good 
lighting is being stressed every- 
where now, especially the dark 
months with the longer blackout hours 
are now approaching. 
But it is essential to understand that 
no standard of artificial lighting, how- 
ever scientifically planned, can compen- 


as 


sate for defective vision among em- 
ployees. 
Production executives should con- 


sider this important factor. Employees 
taken on for any kind of work that 
needs a high standard of vision should 
insist upon eyesight tests before en- 
gagement. Proper glasses completely 
correct most vision defects. 


Use Motion Study to 
Simplify Work 


HE present widespread entry into 
factories of new hands is a strong 
reason why more use should be made 
of motion-study to facilitate operations. 
Experienced workers develop muscu- 
lar habits and movements that become 
as ‘second nature’ to them, and are 
"hard to change. Beginners are not 
thus set in their methods and can be 
taught the right fatigue and time sav- 
ing movements right from the start. 

In one large assembly shop a motion 
study man calculated that, due to the 
unconsidered position of a certain 
bench, fifteen girls each walked an 
average of twelve unnecessary miles 
per week. 

At another factory, in the section 
where radio valves were boxed, seventy 
girls made an average of twenty-three 
hand and arm movements. Improved 
technique based on motion study re- 
duced this average by more than half. 

By simply knocking finished goods 
into a basket on the floor instead of 
lifting them into a container on the 
bench each of 50 girls on an assembly 
line were saved 60 major arm move- 
ments per minute. Motion study thus 
enormously reduced the fatigue of this 
job. 


SUM 


-60,000 in 


- operation. 


Prepare for Reduced| Cons 





New Influences at Work on Home 


Markets: 


Their Possible Effects 


Writes CECIL CHISHOLM, M.A., Business Economist 


HERE is at last evidence that con- 

sumption is beginning to fall, despite 

the rise in national income, This can 
scarcely be running less than £6,000,000,000 
a year; £1,000,000,000 over last year. 
Throughout the Midlands, N.-West, and 
even textile areas, workers are earning 
exceptional wages, 

Problem is how to curtail expenditure 
and increase savings from this vast in- 
come without increasing unemloyment 
too fast. Hitherto rate of consumption 
has admittedly been high for a war 
ecomony, 


WHY UNEMPLOYMENT UP 


2 

URING the past month new forces 

have come into operation. Most of 
these have tended to decrease consump- 
tion and increase unemployment. Hence 
deplorable rise in the figure, by over 
July, after average fall of 
125,000 from January to June. 

One cause for this decline in consump- 
tion and therefore in production was 
creation of stand-still defence. areas on 
the coast. Second was loss of 30% of 
export markets, of 50% of our market 
for coal, through our European Allies’ 
collapse. 

Government has taken a hand in_inten- 
sifying fall in employment. Closing 
majority of petrol stations is only one.of 
many influences putting people out of 
work. Ban on new car sales is another. 
Purchase tax is a third. An 8/6d, income 
tax on employers is a forth. All these 
changes are inevitable. 


WORK PLANS HANG FIRE 


NE other cause for increase in 

unemployment is less justifiable : 
slowness in getting training schools into 
Only nineteen out of forty 
required to train 200,000 men a year are 
already at work. Another is lack of drive 
behind scheme for training men in fac- 
tories. Fortunately Mr. Bevin is getting 
action here also. 

Until June employment was increasing 
rapidly. Average fall in unemployment 
had been 125,000 a month since January. 
July saw a sudden increase of over 
60,000. However expedited — training, 
compulsory register of engineers at last 
announced, and the round-up of garage- 
hands will do much to increase employ- 
ment and production. 


STILL TOO MUCH SPENDING 


OME .consumption remains high. 
July Lancashire cotton trade in- 
creased its (money) sales by 4:396 over 
last year. Bulk of this total came from 


e scheme 


home sales, this is bad from two sides. 
It is encouraging home spending unneces- 
sarily while starving the export trades of 
raw materials. The 7596 quota allowed 
to textiles during 
too high. Now apparently the authorities’ 


courage failed them in fixing winter | 


|! RAW 
|! MATERIAL 


goods, 663 for rayon and 25% for linen | 


ration: this is to be 374% for cotton 
goods, instead of the proposed 25% all 
round. With coal export markets down 
by 50%, it was vital to divert every pos- 
sible ounce of both raw cotton and rayon 
to the export side. What other indus- 


tries can begin to make up for the 
enormous fall in coal exports? 
Shop sales for July show some de- 


crease in spending by the public on 
luxuries and semi-luxuries. Average rise 
of 2% in cash values represents a fall 
of 18% in volume, due to higher prices. 
But how far will this go to assist méeting 
our certain £4,000,000,000 expenditure in 
the year? 

The Purchase Tax is obviously a 
money-raiser rather than a means to curb 
expenditure. Rationing is the best: curb 
for this. 
lers. Its one merit is that manufactürer 
or wholesaler must collect it. 


yeas VITALLY NEEDED 
FYER six weeks of dither there are 

signs that the Board of Trade feels 
eapable of pushing the reluctant Ministry 
of Supply, the even more reluctant 
Treasury, et altera back to the support 
of the export front. The new insurance 
would gave encouraged many 
firms hitherto held back by the cbvious 
, financial risks, to take the plunge. 


A rapid expansion of exports 15 
absolutely vital now. In June dif- 
culties in the Mediterranean and else- 


where, coupled with the intensified de- 
mand for war supplies temporarily 
injured overseas trade. Exports fell £48.3 
million, in April, to £36.2 million. 

Almost all this fall in trade comes 
from European markets, Business with 
the Empire, with South America and the 
East suffered but slightly. 

With increasing contraction in 
business, firms who are able to 
concentrate on 
For others, 


the problem is to 


The tax has scared many dea- | 


| RETAIL 
| SALES 


1937 — 100 


summer was surely | 


home | 
must | 
their foreign openings. | 
satisfy | 
demand as faer as possible from | 


rationed rawffmaterials and a depleted | 


force of workers. For those supplying 
luxury markets, higher prices will at least 


on a lower turnover. 


ingenuity will be required to meet | 
expenses and taxation from a reduced 
turnover. Yet, despite all these difi- | 


culties, every possible avenue of business 


must be kept open for the difficult days | 


that will follow the end of the war. 


DOMESTIC 


| WHOLESALE 
give possibilities of higher profit margins | PRICES 
But the greatest | 


| 1930—100 








IMPORTS 


Thousands £/'s 


TOTAL 
IMPORTS 


Thousands £s 





TOTAL 
EXPORTS 


Thousands £/s 


REGISTERED 
UN- 
EMPLOYED 





Thousands 


COST OF 
LIVING 


1929= 100 
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Before the Shorter*Days Set in 
Give Your ARP. This Check-Over 





3* DON'T BE SPOTTED 
BY NAZI BOMBERS 


INCE business and industrial firms 

throughout the country constructed 

their air defences a change in the 
official policy in regard to the sounding 
of raid warnings may make necessary 
important alterations in many defence 
schemes. 

The official policy now is that a 
warning will be sounded only if the 
danger of a real raid on a district is 
imminent. With aircraft travelling at 
something like 300 m.p.h. this means 
that the time available for workpeople 
to leave their benches and take cover 
will be only a fraction of that which 
was in mind when the defences were 
planned. In fact it may well be that 
by the time employees of a big works 
are filing out into the dugouts hostile 
aircraft may already be in a position 
to have this movement under direct 
observation. 

What many firms are doing, there- 
fore, is to obscure in some way this 
procession of employees over open 
ground to their places of shelter. 

In some cases this can be done by 
cutting trenches, covered overhead, 
leading from the factory exits to the 
shelter entrances. If trenches are not 
practicable then over-ground routes can 
be camouflaged with overhead netting. 

In some firms the arangement where- 
by employees go straight out into the 
open from their particular buildings 
has been cancelled. Instead, routes have 
been worked out to enable employees 
to go from building to building until 
they reach the nearest point to the 
shelter entrances. This has necessitated 
the cutting of many fresh doorways, 
and in some cases the re-arrangement 
of working plant and machines so as 
to allow free passage of a mass of 
people. 

In view, also, of the shorter time 
available for entering shelters the 
entrances of the shelters themselves 
may have to be enlarged, or their 
number increased, so as to allow 
employees to enter more quickly with- 
out confusion or congestion. 


The problem differs of course in 
every works but the vitally important 
thing to bear in mind now is:— 

Do not, under any circumstances, allow 
masses of people to walk over-ground in 
such a way as to be visible to aircraft. 


d PURE DRINKING WATER 
SUPPLY IS VITAL 


A most important consideration is 
the provision of pure drinking water. 

Owing to the high risk of the 
destruction or dislocation of water 
mains the storage of small quantities 
of drinking water is not nearly a 
sufficient precaution. What is needed is 
some portable purification equipment so 
that amy water (except sea water) can 
be converted at once into pure drinking 
water. In this way river or canal 
water, rain water, water from broken 
mains collected in pools and crafers, 
no matter how contaminated it mÁy be 
(ie. through admixture with sfwage 
from smashed sewers) can all be 
converted quickly into supplies of pure 
drinking water. 

Small water sterilizing equipment of 
this kind is now available; one of the 
newest types was described in BUSINESS 
for June, page 28. Reference should be 
made to that article. 


Gh SHELTERS NEED NOT 
BE ICE COLD 


There is no reason why shelters and 
dugouts should be left cold—as many 
of them are. It is unlikely that the 
coming winter will reproduce the 
dreadful arctic spells of last winter, 
but wherever possible electrical heating 
should certainly be put in, if this has 
not already been done. There is far 
more chance that this vb will see 
the shelters being us€@d in real 
emergency, but employees forced to 
evacuate the warmth of a factory and 
sit in a stone cold dugout run a great 
risk of catching chills or pneumonia 
even if they escape the bombing. This 
question of heating, therefore, should 
be gone into while the weather is still 
kind. 


This 
Is Dangerous Now 


You must devise less conspicuous 
ways of getting workpeople to the 
shelters, the present raid warning 
arrangement makes this necessary, 


ES PROTECTION FOR 
GLASS WINDOWS 


The protection of glass windows and 
sky-lights should be checked over in 
the light of the latest information 
available. It is suggested that all 
business men who have not already 
done so should get (through a local 
newsagent or direct from H.M. 
Stationery Office, Kingsway, W.C.2.) 
the A.R.P. 36-page booklet Protection 
of Windows in Commercial and 
Industrial Buildings, the price is 4d., 
by post 5d. 

It must be realised that it is impos- 
sible to protect any window or skylight 
against possible breakage except at 
considerable expense. H.E. bombs have 
what might be, roughly called two zones 
of effect. Within 200-300 feet of the 
point of explosion the blast is terrific, 
with the air-wave having the double 
effect of pressure followed immediately 
by suction. and the bomb-fragments 
(many of which may weigh a couple of 
pounds) travelling with twice the speed 
of a rifle bullet. 

Beyond 300 feet the air-wave (blast) 
becomes lessened and probably broken 
up to some extent by buildings, etc.; 
eit continues to break windows by a 
violent shaking effect which is not of 
course so powerful as the ‘inner’ wave. 

No one can guarantee that any 
window will not be within the inner 
zone of a bomb explosion so that, 
unless the glass is fortified against the 
maximum effect, the risk of breakage 
must be taken for granted. 

Nevertheless, in the outer zones this 
risk can be lessened and certainly the 
danger of glass fragments flying can be 
almost eliminated. 

Beyond the methods of structural 
protection described in the official book- 
let just referred to there are now 
available many more effective products 
for protecting glass than there were 
in the days when gummed brown paper 
strips were universal. 

For example there are the various 
liquid solutions for painting or spraying 


(Continued on page 31). 
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Definition of Kardex Visible Records— 





An integral and vital part of the 
mechanism of production 


Stock and Progress control are dominant factors in industrial efficiency 


A flow of parts—some processed in the factory from raw material her 
brought in as finished components and as sub-assemblies and complete 

meet together at the assembly point. One missing part can hold up : 
battleplane or the launching of a ship. 

Leading firms everywhere turn to Kardex as the most simple, adaptab € 
action-compelling system fpr stock and production control as designed | 
experts to fit individual aition 


Write for Stock and Planning Leaflets, Nos. 187 and 188 


I NEW OXFORD STREET : LONDON, W.C 
Telephone: CHAncery 8888 





‘As has happened in many firrffs, Office Routine in this ‘ease had steadily 


flourished and produced, unnoticed, a number of superfluous “outgrowths.” 


These outgrowths cannot be afforded today. Here are 5 points at which 


OO many ‘bad habits’ tend to creep 

A into office. rountine. The paper 
. habit for example is an insidious 
disease in some firms—though the 
present paper restrictions should cure 


Doct. Ordinarily; however, the form habit 
gfows. As time goes on forms become 


more complicated, they increase in size, 
they multiply in number and the whole 


|| business thinks in terms of forms and 


memos and. documents. 
Paper business such as this is a 


^" prolific cause of overlapping work— 


which also tends to grow, unnoticed. 


Equipment Must be Put In Acc- 
ording to PLAN 


Haphazard, instead of planned intro- 
duction of equipment is another bad 
habit. It leads to unnecessary compli- 
* cation and higher costs. 
= None of these habits can be afforded 
‘today. In our firm, therefore, we have 
-tried to eradicate them. 

Five lines of attack are mentioned in 
the heading of this article. Let us take 
them in order. 

The number, size, shape and colour 
of our internal forms. was a glaring 
example of the need for drastic 
rationalization. One couldn't, however, 
just make a clean. sweep and reduce 
their number. They had too completely 
growrn into the organization. 

(They affected every department. 

This is how I.set about it: (a) I 
consulted each: department on any 
document ‘affecting. them, and by 
discussion and study found out exactly 


we attacked them 


Overlapping of work was cut out at every possible point. 


. Rigid control was instituted over the issue of all office supplies. 


By F. W. DAVIES 


Office Manager of a Well Known 
Heating Appliance Concern 





how much information was absofutely 
necessary to go on each documegt; (b) 
I reduced that minimum of information 
to the minimum amount of space it 
could successfully go into; (c) by 
checking on use and values, we sifted 
out unnecessary forms; (d) I then set 


about planning the laydħts of the forms, 


and the colour series. ; 

All this may sound simple, but it wast 
not. At first no department was willing 
that its documents should be altered, 
said it was impracticable, and so on. 
Actually, we started from the elemen- 
tary basis of fixing the position of the 
name and address. From there we 
gradually built up. In arriving at the 
standard specification for certain 
groups of forms I had to bear in mind 
such points as registration. 

Our business is diversified, and I had 
to evolve a standard which would be 
elastic enough to take in other similar 
lines which we might evdhtually manu- 
facture. In the end I Uesigned two 
standard sizes and reduced the actual 
number of documents from about a 
hundred to forty. Further, I standard- 
ized the style of type, scrapping the 
wide variety hitherto used' and con- 
centrating on a modern face. 

'To this I added a further standard- 
ization in colour, and put the name of 


Internal forms of every kind we reduced to minimum possible number, size and variety. 


The capacity of every office machine was ascertained and controlled. 


. Every process was critically examined so as to reduce it to the simplest. 


^ A study was made to bring about a standardisation of methods, materials and equipment. 


the department concerned prominently 
in a standard position. The result. is 
juniors can tell at a glance to which 
department any form should go. 

In the same way I tackled the 
envelopes question, reducing them from 
sixteen varieties to two and drastically 
restricting their use. Wherever possible 
forms were planned to constitute their 
own self-fold envelopes... 

What I have said of this small part 
of the work merely touches on the 
investigation made, * It but hints at the 
detail and research involved. Yet from 


these points any office manager can. 


work. 

But what is the result of this phase 
of standardizing our office? There are 
two obvious results: (1) saving of 
hundreds. of pounds in printing costs 
and in huge quantities of paper; (2) 
increased. efficiency and reduction of 
office work through simplification which 
enables juniors to handle work which 
before required seniors. 


This Control Reduces the Costs 
Of Supplies 


Through this simplification we can 
more easily check our output both in 
supplies and actual work. We have 
established a department that attends 
solely to Office Supplies so that vital 
matter can be. scientifically handled. 

When stocks get low the clerk in 
charge of ‘Supplies’ sends me a 
notification that such-and-such a supply 
has reached ‘action’ line. I do all 
buying.. When this advice reaches me, 


TNE 





In a waterless desert ..... 


thirst becomes so appallingly acute as to lead to madness. 
shortage of drinking water in your air raid shelters can have 
results only slightly less disastrous. Have you arranged for a 


pure drinking water supply in the shelters under your control. 


If not... Telegraph: Permutit, Chisk, London. 


The PERMUTIT COMPANY Lid. 


Permutit House, Gunnersbury Avenue, 








Isend for the sample of the particular 
stock. We have a special file for 
samples. If, during use, we find some 
alteration is necessary in, perhaps, the 
layout of a form, it is marked on the 
sample so that when I take it from the 
the file for re-order any alteration 
suggested is | noticed and I give 
directions accordingly. 


Standardization of Documents 
Prevents Overlap of Work 


Any suggestions for adding or alter- 
ing office supplies and equipment I 
‘view from the point of function and 
standardization. This is in keeping with 
the effort to stop the overlapping 
mentioned in point three. 
© Under our old plan there were many 
cases of overlapping. Where, for 
example, two type-written documents 
were being issued to departments. I 
found one could be used because the 
goods were moved progressively from 
one department to the other and the 
document could be satisfactorily passed 
through with the goods. 

The same thing happened with 
records. I found that certain depart- 
ments wanted similar information on 
hand. Thus, the advertising, sales and 
production departments would all want 
figures on the total output. Individually 
they would keep their own records on 
their own kind of file and system. In 


such a case treble the necessary work 
was being done. 

By introducing a standard filing 
syste it increased efficiency all round, 
one ngtable point being the release of 
people"in each department to concen- 
trate on the real work in the department. 

All this tended to simplify every 
routine process. There is no doubt 
now as to where each form, letter and 
*locument must go. That is part of the 
total effect of such methods. 

So far I have dealt with documents 
that come through the office. Bound up 
with it is the standardization of equip- 
ment. I have planned all typists’ desks 
to conform to a standard that meets 
every requirement. The drawers are 
there to hold only necessary materials. 
Each particular set has its drawer. 
There is no cluttering up of letterheads 
and envelopes with pencils and 
rubbers; they are kept in a special 
small drawer at the base of each type- 
writer. The typewriters themselves are 
all of one make. 


Standardizeli Files, Shelves, Etc. 
Banished Muddle 


The main office room is wide, open 
and airy, with every typist visible. The 
room is bare of decoration. . There is 
only one clock, visible to everyone, and 
there are no calendars. Many offices 
are cluttered up with calendars. I go 


Telephone: Chiswick 6431 
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London, W.4 





on the assumption thate 
the month and year, ther 
of the day only is shown 
figures beside the clock. 
When I standardized the 
shape of documents | 
standardized files and 
catriers to meet those st 
Take first the files, 
scheme they were as a 
documents, The head of 
ment who favoured, say, 
drawers reaching up to 
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were to contain, how hii used, 
space they took up and so om 

In tackling this muddle tiy 
the case of each file, the 
under which it was house: 
Apart from the fact that 1 i 
certain files had no reason for exis 
T discovered such thing 
indifference about where 
were placed. For insta 
were used once in thr 
placed at an easy heig 
accessible spot. Others, 
frequently, were as a 
places where stooping or 
necessary. 

These are small points, | 
is built on them. Our : 
placed according to their fu 
saves much time and prevents 
(The same attention has been gi 
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PLANNED LIGHTING 
that Helps Raise Night Work 


PON many thousands of business 

men the war has forced an entirely 

new aspect of artificial lighting. 
Before the war it was a frequent thing 
to regard artificial lighting as merely a 
necessary expedient to allow work to 
be carried on for a couple of hours 
after daylight in the darker months of 
the year. In those days the average 
manufacturing firm used artificial light 
for 10 to 15 per cent. of its yearly 
working hours. 

Today, thousands of firms are 
working by artificial light throughout 
all the hours of darkness; and many 
more are consistently working until a 
late hour in the night. 

As winter approaches this pressure 
of work will be maintained, con- 
sequently the number of hours on 
which artificial light will be used will 
enormously increase. 

The new aspect therefore is that to 
the many thousands of manufacturers 
concerned artificial lighting has become 
a major factor equally as vital as day- 
light itself. 

This is a tremendous change. It is 
far more important than many imagine 
at first thought because, whereas day- 
light in the modern factory needs but 
little organization to make it fully 
effective, artificial lighting on the other 
hand needs very expert organization if 
it is to provide anything like the same 
effective working conditions. 

While it is possible, therefore, to 
publish here what we hope is useful 
information about artificial lighting let 





to Daytime Output Level 


Pressure of war work has made night-light every bit as vital as 


day-light. 


As the days shorten still greater responsibility for 


maintaining output will fall on the artificial lighting provided in 


factories and offices throughout the land. 


MODERN LIGHTING CAN 
VIDED IT IS PROPERLY 
EXPLAINS 


it be stressed that the advice of experts 
is emphatically recommended for all 
lighting problems. 

Artificial lighting is an exact science. 
The results it gives are in exact pro- 
portion to the skill and knowledge with 
which it is applied. Granted that the 
best results are required, it is only basic 
common sense therefore to make use of 
the experts qualified to produce these 
results, 


Lighting Must be Planned to 
Fit The Job 


Rather than go into any tecfnical 
details which confuse rather thafi help 
the average employer it will be better 
here to stick to generalities that are 
more useful and which serve to show 


This is the fluorescent tube lamp. The light it gives is almost indistinguishable from 


natural daylight, 
than that of ordinary lamps. 


Its wide ‘spread’ eliminates shadows. 


Current consumption is far less 


MEET THIS NEED — PRO- 
APPLIED. 


THIS ARTICLE 


how necessary it is to employ experts 
to do the actual job of planning and 
installing the lighting or of improving 
the efficiency of existing installations. 

For example, there exists no univer- 
sal standard of artificial lighting. The 
kind of work done and the conditions 
in which it is done must determine the 
standard of artificial lighting for each 
individual job or groups of jobs. But 
the fundamental point that must be 
universally understood is that the 
artificial lighting shall illuminate the 
work so that every necessary detail can 
be seen quickly, accurately and without 
strain by people with normal vision. 

Do not dismiss that statement as too 
elementary or too obvious to need 
emphasis. It is, as a matter of fact, a 
statement that is far too seldom under- 
stood or observed. 


Your Guide to What Lighting 
Really Is 


The Industrial Health Research 
Boards’ Emergency Report No. 1 says 
this about lighting: 

Good artificial lighting means both 
an ample amount of light for the task, 
and a proper distribution of the light. 
The amount of light required depends 
on a number of factors, which include : 

l. The size and distance from the 
eye of the objects to be seen. 

The reflecting power, surface 

finish and form of objects 

(these control the brightness of 

the image at the eye). 

3. The contrast (of colour and/or 
brightness) between parts of 
objects and between objects and 
background. 

4. The movement of objects 

relative to the eyes (this affects 

the time available for percep- 
tion, or the time in which to 

"see" things). 

distribution of light should be 


? 


The 


WE WILL GLADLY SEND A 
LIGHTING ENGINEER TO 
ADVISE YOU ON A LIGHTING 
LAYOUT USING THESE LAMPS, 
WITHOUT ANY OBLIGATION 





Advt. of SIEMENS ELECTRIC LAMPS AND SUPPLIES LIMITED, 38/39 Upper Thames Street, London, E.C.4 
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SHARPENS ITSELF WHILST RUNNIN‘ 
-IA J f A v This is a new type Machine fi 


card into a resilient pape 

With new sheets and reel 

is produced. Several reels 

Any form of waste pape 

can be thrown in at random, the : 

flattening before cutting. ^ 

pins. The paper wool r 

for straw or wood wool and d 

fection for export packing 

compact, includes conveyor for 1 
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oper ated by 1 


Output up to one ton per da 
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Prices and full particulars from 


TINGEY c CO. 
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such as to make the man 

"brightnesses in the field of vision for 

^m picture that is quite comfortable to 

the eye. |Also:— : ae 

1. Glare must be avoided (rays 
impinging upon the eye direct 
from the light source or from 
surfaces that unduly reflect the 
light. source constitute glare. 
These. glare rays are the 
greatest enemy of the eye and 
of comfortable, effective vision. 
When this fact is grasped a 
great step towards proper 
lighting is achieved). 

2. 'The surroundings as well as the 


work must be properly 
- illuminated, 
3. There must be no troublesome 
shadows. 


From all these factors, therefore, it 
will be quite readily understood that to 


This is the Sieray- 
Dual lamp it combines 
the high visual 
advantages of the 
mercury discharge 
lamp with the colour 
correcting factor of a 
supplementary tung- 
sten filament. 
Jamp needs no choke 
or condenser in the 
circnit. Jt gives 33j 
to 50% more light 
than gas-filled bulbs of 
equivalent. wattage. 





provide the best lighting for any 
* particular kind of work really is an 
expert's job. 

To try compromising with inadequate 
or ill-adjusted lighting is simply to put 
^a. drag on production. And by this it 
is not only meant that fewer units of 
work -are done because of slower 
perception but also that workers’ health 
and morale are actually lowered by the 
onset of petty illnesses such as head- 
aches; and still other ailments brought 
on indirectly through eye-fatigue and 
strain. : 

Faulty. lighting therefore introduces 
(1).slower work (2) increased spoilage 
of materials (3) petty. illnesses and 
absenteeism (4) increase in accidents 
due directly to inability to see cleariy 
or to general fatigue resulting from 
eye-strain. 

Once it is realised that all- these 
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"arise from inappropriate lighting there 
should bd nó more indifference to it, 
no more fendencies to avoid putting it 
into theffiands of people who really 
understar its technique. 


Even the experts vary in their 


opinions as toe what exact standards of 
illumination are best for various kinds 
of work. But actually their differences 























Recommended 
Foot-Candles | 


Above 50 


Class of Work 


Pretision work to a 
high degree of 
accuracy; tasks re- 
quiring rapid discrim- 
ination. 
Severe, prolonged 
visual work; discrim- 
ination or inspection 
of fine details of low 
contrast, 






Prolonged critical 
vision tasks such as 
drawing, fine assem- 
bly, sewing on dark 
goods, etc. 


| Skilled bench "work, l 
on light 


Simple | work not 
involving close 
attention to details. 





observation 
where no specific work 
performed, 





are not sufficient to affect the general 


facts. The figures they give are 
usually so much higher than tose 
provided in many firms where ligfting 
has not been given proper att@ntion 


that to adopt any of the recommend- 
ations almost invariably means an 
enormous improvement. 

Above, for instance, are extracts from 


es to efficient work can a table of illumi 






minations advocated in the 
Ministry of Labour's fifth Report of 
the. Departmental. Committee on. Light- 
ing in Faciories.* t will be a good 
plan to regard these as minimum 
figures. 


Two Of The Most Modern 
Developments 


It will be valuable to mention here 
two of the latest developments in light 
sources that are contributing enor- 
mously to the efficient lighting of 
factories. 

One is the fluorescent tube lamp, the 
other is known as the Sieray-Dual 
lamp. 

The first was fully described in a 
special article published in our April 
issue (page 25). Its characteristic is 
that it provides an extremely close 
approximation to actual daylight. 

In view of the much longer spells 
of work now necessary in artificial 
light these characteristics are of 
enormous importance. 

The Sieray-Dual lamp consists of a 
high efficiency mercury discharge tube 
supplemented. by a normal tungsten 
filamént. This combination of principles 
introduces important advantages. 
Incorporation of the -filament does 
away with need for the choke or 
condenser normally required for dis- 
charge lamps. Secondly, the filament 
imparts to the light the red rays in 
which the discharge tube itself is 
deficient. The result is a light which, 
while having the power and special 
visual qualities for which the discharge 
lamp is well known, has also the 
"corrected" colouring which is more 
satisfactory to the eye. 

With the subject of factory lighting 
now of such utmost importance these 
two newest types of illuminants should 
be given the closest consideration. 





*Manulacturers would do well to get this booklet, 
it costs 3d. throngl your newsagent or 4d. by. post 
from the Stationery. Office, Kingsway, W.C.2. 
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Organising to Fight Fire 


VEN in peace time fire is one of 

the greatest enemies of business 

and industry. The cost of material 
damage and consequential loss wrought 
by fire throughout the country is some- 
where about £100 per minute! Yet 
even that does not include the fifty odd 
million pounds per annum paid by way 
of fire insurance premiums. 

In war of course the risk of fire is 
still greater. It will be understood 
therefore, if, in a shorff article that 
advocates fire fighting équipment, we 
first stress the enormous importance 
of equipment that protects against fire. 

For example the guaranteed fire-safe 
filing cabinets, cupboards, etc. which 
preserve intact the vital records of a 
business if a fire should occur. The 
wise executive, while he will surely 


provide himself with the best fire 
fighting appliances will obviously first 
safeguard. himself and. his business 
with adequate. protective equipment. 

One of the important things that 
must not escape the mind of those 
business men whose firms have evacu- 
ated is that the temporary premises are 
probably far more liable to fire than 
were the city premises that they left. 

Fire fighting, of course, is a science. 
Since the war began the training of 
A.R.P. squads and. auxiliary firemen 
have made scores of thousands more 
men acquainted. with this science. But 
even so, when it comes to equipping a 
business firm with adequate fire- 
fighting apparatus the golden rule still 
is—consult the experts. : 

The leading manufacturers of such 
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Foamite Ltd. 
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equipment have developed their 
technical knowledge and service to the 
highest standards of efficiency. This 
experience and service is at the dis- 
posal, free of charge, of all senior 





executives who wish to make use of it. 

The degrees to which a firm can 
equip itself for fire fighting vary all 
the way f@om the provision of a few 
simple ha 


1 extinguishers to a com- 


Le d 3 


Mobile Incendiary Bomb Extinguisher 


Combined with this mobile 50 gal, water tank is a conical iron hood with 


water spray attachment inside, at the apex. 


By using the hood as a shield it 
is easy to approach the bomb and drop the hood over it. 


Pumping is then 


commenced wit't the standard stirrup pump attached. The spray action inside 
the hood, by hastening combustion of the bomb, puts it out before it has time 


to penetrate the surface on which it is burning. 


It is claimed that 12 standard 


incendiary bomb charges have been dealt with by this apparatus on a piece of 
ordinary floor-boarding without burning through the wood. 


MUSIC IN FACTORIES 


@ RELIEVES MONOTONY 
@ BANISHES DEPRESSION 


well-planned Music 


@ EXPELS FATIGUE 
@ INCREASES PRODUCTION 


OFFICIAL OPINION UNANIMOUS 


Installation can also be After thorough investigation Govern- 
used for A.R.P. and other men departments, supported by the 
porposes. B.B.C., are urging the bfoadcast of 

* Staff Location music in industry to increase the war 
effort. Results of these investigations 

* Control of Staff During have duly been published. Already many 
Air Raids firms on Government work are using 

* Mass Address to Em- Dictograph Sound Installations, the 
ployees manufacturers of which were among the 

© ne}, Aot Borgar a to vag ae o e system a 
and Sabotage Alarees A: wap cupa m ustria premises —an 
also the first to introduce the loud speak- 

* Air Raid Warning De- ing office Dictograph telephone in this 


tector 








Abb 5572 (3 lines) 


country. 


DICTOGRAPH SOUND INSTALLATIONS 


(Dictograph Telephones Limited). 
ABBEY HOUSE, WESTMINSTER, S.W.1, 


AURELIA ROAD, CROYDON 
Tho 2427 (2 lines) 


Branches at Birmingham, Manchester, Glasgow, Leeds, Newcastle, Bristol, Cardiff. 


plete fire service, with fully trained 
personnel, 

'The cost of a fire service 1s not high 
—when the advantages of it are fully 
considered. 

[n peace time most firms rely mainly 
on the local or county fire services for 
real emergency, but it must be 
remembered that in war, and especially 
in cases of fire caused by enemy action, 
roads or bridges may be so damaged 
that the regular fire brigades will be 
unable to attend. Moreover, they may 


be fully occupied elsewhere. Unless, 


therefore, that firms are themselves 
adequately equipped for fire fighting 
damage and loss may be infinitely 


greater—a factory may in fact become 
a total loss before the regular brigade 
can attend. : 

Besides the normal hydrants, sprink- 
lers, etc. there are pumps that range 
from one-man manuals to high-effi- 
ciency motor pumps of every capacity. 


There are also foam-making 
machines for petrol, oil and other 
inflamable liquid fires; dry powder 


machines; automatic carbon dioxide 
gas plants and many types of chemical 
hand extinguishers, 

In a short article it is not possible to 
detail the work of these appliances 
but it is our intention, in future 
articles, to deal specifically with these 


(Continued on page 30) 
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equipment by 

Sound Installations has 

plied to many important firms on 
Government work—including : 


CUNLIFFE-OWEN AIRCRAFT LTD. 
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Southampton 
ROTOL AIRSCREWS LTD. 
Gloucester 
BENDIX BRAKES LTD. 
Birmingham 
SOUTHALLS (B'HAM) LTD. 
Birmingham 
KIWI POLISH CO, (PTY) LTD. 
London 
HIPPS LTD. 
Leeds 
GEORGE  MALLINSON & SONS 








LTD. Huddersfield 
T.B ANDRE RUBBER CO. LTD. 
















Surbiton 
CELLON LTD. 
Kingston-on-Thames 
COSMIC CRAYON CO, LTD. 
Bedford 
GRIFFITHS BROS, & CO. LTD. 
Bermondsey 
JOSEPH GRAVE & CO. LTD. 
Manchester 
Information, Demonstration, survey, 
Estimates or Rental Terms Free on 
Request. Twenty-five year's experi- 
ence at your disposal. 















A test wiil gladly be arranged 
in your own district. 












































The Woodhouse 


INCENDIARY BOMB 
CONTROLLER 


No more worrying about Incendiary Bombs. Here’s a 
simple and rapid extinguishing of the fires they cause. 


Simple to operate, and safe for the operators. 


Fifty gallons of water easily transportable and at your 
rab instantly with two Home Office Stirrup Pumps 
itted. 


The Woodhouse Pyramid Attachment can be fitted if 
desired for controlling the bomb. 


Write for full details now. 


OODHOUSEG® 





QUE PRODUCTS LIMITED RE 


Registered Office: 
202 BROADWAY, CRICKLEWOOD, LONDON, N.W.2. 
Telephone : GLAdstone 6695. 


Works : 
108 CRICKLEWOOD LANE, LONDON, N.W.2. | 
Telephone : GLAdstone 7093. 
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Use Envelopes Twice | 


Save paper by using Wilkes Economy Labels, Very effective 
savings made on larger size envelopes and thil qualities 


Fold-over Style. — Damped 
and folded over the slit made 
when opening. 





24,000 @ ój- \ ér | 
12000 @p 7/6 j 1000 9 
i nett | 


{ 


6,000 (G4 9/6 
Wilkes War-Time Economy Label | 
Size 48" x 51" 





Flap Style.—Fixed over the 
flap of used envelopes. 


24,000 @ 4j- 
12,000 @ 5/6 | 
6000 @ 8j- 


per 
1,000 
nett 





Prices include printing with | 
your name and address details | 
| 


Wilkes Extra Economy. Label 
Size 23" x 43° 


on good gummed white paper 


| running costs trivial. sg 
illustrated booklet “Why Breathe Infected Air?" 


James Wilkes LTD 


Printers Serving To-day's Commerce 


BILSTON, stares. 


Manchester -. Leeds - Leicester 








Also at London ~ Birmingham - 





| instantly kills all germs within the range of it& ultra 


| THE HANOVIA AIR SANITIZER 


| tation in a room of any size. Installation costs ar 





ATIONAL WAR EFFORT 


Special Announcement 


to users of 
INTERNATIONAL TIME RECORDERS 


In order that our Customer Service may be- 
available over the week-ends in conformity with 





the national effort, our SERVICE DEPOTS 
will remain open until further notice on 
SATURDAYS and SUNDAYS from 9 am. 


FOR EMERGENCY CALLS. 


International Time Recording Co. Ltd. 


until 5 p.m. 










International Works, Beavor Lane, London, W. 4, 
Telegrams: y 
“COUNTABLE (HAMMER) LONDON” REY 
BIRMINGHAM: LEEDS: 
218 Corporation Street. 2 Wade Street, Wom 
Phone: COLMORE 4238, ‘Phone: LEEDS 3T. 
MANCHESTER: NEWOCASTLE-QH-TYNE: 
277 Deansgate, 23 Ridley Mare. 
"Phone: BUACKFRIARS 2087, “Phone: NEWCASTLE gasai 


GLASGOW: 
22 Renfrew Street, 
"Phone: DOUGLAS 3527. 


e Ld 





NOW, AS ALWAYS, AMONG BUSINESS MEN, 
INTERNATIONAL STANDS FOR SERVICE. 
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Modern hygiene demands conditioned air and 
inside buildings, yet epidemics spread easily e 
conditions. This is not surprising. One person sne 
ing spreads enough germs to infect every inma 
office block, and the germs remain virulent for ma 
can now install full protection against air-borne germs. 


goo 








kills them before they can infect others and spi 
Suspension and Stand Models will provide e 






Preliminary information i 


HANOVIA LTD. SLOUGH 


The specialists iw ultra-violet equipment. 


London Showrooms: 3 VICTORIA STREET, S.W.. 





OUPON To Hanovi& Lid. Slough. Kindly send ma your fene 
c illustrated booklet "Why Breathe Infested Airt” 
Nas aotic uite d pericu ec uh Ul ASEE RE dodo uq S 
Address e e eder esa Peut taa 


V4aj645 








.In works and 
offices all over the Coun- 
try this problem of keep- 
ing light in and pushing 
stale air out; is being 
solved by VENT-AXIA 
Electric Stale Air Ex- 
tractors, VENT-AXIAs 
are Lightproof. They are 
easily and quickly fixed 
in the glass of windows, 
in. roof-lights or north- 
lights, or in partitions. 


Prominent users of 
VENT-AXIAs include : 


WAR OFFICE 

AIR MINISTRY 

HLM. OFFICE OF WORKS 

G.P.0., B.B.C. 

AUSTIN MOTOR CO. 

D. NAPIER & SON, LTD. 

AEC. 

JOHN BROWN & CO. LTD. 
HARLAND & WOLFE 


IMPERIAL CHEMICAL 
INDUSTRIES 


"WENT-AXIA 


STALE AIR EXTRACTORS 


From £5, for A.C. or 
DC. supply. Ask your 
Electrical people or write 
for list Brot to: VENT- 
Axia Lro, 9, Victoria 
St, London,  "S.W.1. 
"Phone: ABBey 5168. 





practical Vers’ point of view. 

For the benefit of firms who are 
tackling his question of fire fighting 
one fam@us firm of equipment manu- 
facturersPhas produced a series of six 
special lectures on fire fighting. These 
have been compiled by competent fire 
engineers. 

Another firm provides periodical 
demonstrations, on a large scale, of 
methods of combating various types 
of fires. 

If, therefore, you are not already in 
touch, through your A.R.P. organiz- 
ation, with competent advice on fire 
fighting problems and equipment your 








the placing of shelves. Here too width 
and height have been standardized. 

One instance of the benefit of this 
can be gathered from the fact that we 
were once in the habit of purchasing a 
certain type of folder for a. whole 
range of documents. These documents 
were in constant use for some months 
before being filed away. Under the 
stress of wear and tear these file cases 
broke up quickly. During the course of 
a year many hundreds would be used 
in replacements alone, no small expense 
at ls. 6d. a time. 

By standardizing the size of the 
documents it was possible to bind them 
between board covers and to keep them 
on shelves of exactly the right width. 
These board covers cost 50 per cent. 
less and are practically indestructable. 

I have picked my way through Snail 
details, taking the simplest andgmost 
obvious. What I am tryif& to 
emphasize is the method behind it. 
There is little that is spectacular in the 
more simple side of clerical work but 
it is a part of business that can be 
organised as highly as any. 

Many people confuse the introduction 
of modern office machines as organiz- 
ation. It is not so. The way you 
employ the machines constitutes the 
organization and method. 


PENCILS 


VENUS PENCILS are 
incomparably smooth and 
long lasting, their standard 
of quality never varies. 
MADE IN ENGLAND 
KNOWN THROUGHOUT THE 
WORLD. 








If you have any difficulty 
in being supplied, write 
direct to the address 
below for sample, stating softest to 
which degree you prefer. 9h, hardest 
VENUS PENCIL Co. Ltd., LONDON, E.5. 


From 6b 



































various fprms of equipment from the | 


































best plan by far is to take advantage 
“of services provided by the equipment 


manufacturers, 

In the meantime it might be borne in 
mind that official fire authorities assert 
that even the most modern “fireproof” 
building is no guarantee against fire. 
On the contrary, by constituting what 


are, in effect, flues and draught 
passages, the modern steel concrete 


building tends rapidly to intensify fires. 
Prompt, on-the-spot action. is therefore 
doubly essential. 

This can be secured only by the 
provision of adequate fire-fighting 
equipment and staff trained in its 
use. 





SIMPLIFYING Work in the Office 


(Continued from page 23). 


We have several kinds of machines 
in usé; they form part of the whole. I 
do. not consider: them separate office 
appliances, but as links in the chain, I 
also. make .sure that we use each 
machine in the greatest number of ways 
possible. We don't get machines merely 
for the sake of being modern. They 
must undergo my test of ‘function,’ 

I test every machine. to decide how, 
where and when it fits into the organiz- 
ation and what it saves, where it 
increases efficiency and eliminates time 
and effort. 

At present I am testing a particular 


Everyone responsible 


for INDUSTRIAL Fire- 


Fighting instruction 
needs this LECTURE 


COURSE |. iris THE First COM- 


PLETE STUDY OF THE VITAL SUBJECT . 
OF FIRST-AID FIRE FIGHTING. 





JUST PUBLISHED !. A book containing Six 
Concise Lectures printed in large clear type 
and arranged in full lecture form (not notes) 
with. many. illustrations, and fully detailed 
Fire Fighting Practices to follow the Lectures, 
also Questions and Model Answers for written 
tests. A large Demonstration Chart 36” X25” 
is included with the Course. Special notice is 
called to Lecture No. 5 which explodes the 
fallacy that incendiary bombs cannot be extin- 
guished by First Aid Fire Fighting Appliances. | 
Course: Costs 2 gns. Book sent on 7. days’ 
approval... 


The Nuswift Engineering Co.Ltd. Elland, Yorks. 










think is ahead of 
nE in the world, but. until I am 
satisfied as to its value in the depart- 
ment it will not go in. If and when it 
does go in its work will be planned 
down to the last detail. 

It is by such means that I am able 
to arrive at the actual facts relating to 
the office. T want to know just as the 
production manager wants to know. He 
knows the time his operations take. 
Why shouldn't I? 

For instance, all letters, forms, 







"This Apparatus gives you 
PHOTOGRAPHIC Ci 


OF ANY DOCUMENT, DRAWING, BLUE PRIN’ 


in a few minutes in your own Office 








NO DARK ROOM 







documents and so forth are clocked in NO FOCUS 
and out. A letter on leaving a depart- : British Patent 
ment is stamped with the time of its NG SKILL Foreign Pending 






departure under an automatic clock- 
stamp. On its arrival at the office it is 
clocked again. On its departure from 
the office it is again clocked. If a letter 
has been held up, an executive can at 
once see where the big time-lag took 
place. 

Again, in the matter of work, we 
have determined by tests the time it 
"tákes to type, say, a standard record. 

We know, therefore, how many records 

a typist should turn out each day. On 

each document she types she marks the 
. time she started. She also fills in a 

daily report on the extent of her work 
which shows exactly how many minutes 
she has worked and how many are 
unaccounted for. 

As I say, these details do hardly more 
than hint at the reorganization we have 
done. But if the lines of investigation 
are thoroughly followed out the office 
routine will be brought into a higher 
state of efficiency much more easy to CHI EEUU 


carry on under conditions of high 
STATEMENT | AIR CONDITIONING 


SAVES CHECKING 
SAVES ERRORS 
SAVES TIME 
IDEAL FOR A.R.P. 








> >t >t ot OE Ot 








Ruthurstats are used by leading Banks; 
Insurance Companies, Engineering and 
Heavy Industries. As a general utility 
unit it is unsurpassed, but do not forget | 
its immediate use for A.R.P., for copying 
those irreplaceable documents. 

















The Rathurstat Eieeire-Copyiet 
Fall range of sizes irom fies Models 
io 4Tin.X32in. ugineering Models 


i0 hours typing reduced to 30 minüres 
Sole Manufacturers : é months tracing reduced to 2 weeks 


RUTHURSTAT LIMITE 


12-13 ASTOR HOUSE, ALDWYCH, LONDON, W.C3 
HOLBORN 4737 












pressure and shortage of staff. 



















by AND 
Your A.R.P. Needs \ VENTILATION 
This Check-O FOR — 
ee AE page n i EVERTAUT Factories, Offices, Etc. 





(Proprietors: $. B. Brooks & Co. Lid), 







on the glass; these are very. effective 
‘against ‘shatter,’ especially when 
applied to both sides of the glass. 

Incidentally these solutions are also 
, supplied block-pigmented ; they can thus 
be. used as permanent blackout paint 
while protecting the glass at the same 
time. 

' Where these liquid solutions cannot 
be used (on account of expense or 
other factor) cellulose. self-adhesive 
tape can be used. This of course is in 
‘strip form but is far more effective than 
gummed paper. 

'This new tape is a transparent film 
, coated with plastic adhesive. Its great 
advantage over paper 1s that it is not 
only in itself tougher but that it 
remains plastic. This is in contrast to 
gummed paper which soon dries, 
becomes brittle and thus has no effect 
at all in holding the glass against 
shatter. Being transparent, too, the 
cellulose tape does not obstruct light. 


(Continued overleaf), 


Air Purification by 
* OZONE." 





It has always been the policy of ` 
this company to give customers 
every possible service, but 
Government contracts are 
to-day compelling us to concen- 
trate our major efforts on work 
of national importance, and 
whilst work on individual firms' 
requirements is still proceed- 
ing, it has, through necessity, 
become slower. We can assure 
you, however, that all orders 
will be dealt with in rotation 
and delivered on the earliest 
possible date. 















PORTABLE OZONAIR APPARATUS ^. 
FOR PURIFYING AIR OF ARR. 
SHELTERS from £4 15 0. 









Specialists in 
A.R.P. VENTILATION and 
GAS FILTRATION PLANT. 















OZONAIR LIMITED v5 
Ozonair House, Longmore Street, 
London, $.W. 1. 


‘Grams: Ozonair, Sowest, London. Phone: VIL OARS. 









Evertaut Ltd.,Walsall Rd., Perry Barr, 
BIRMINGHAM. 






‘ADEQUATE - 
VENTILATION 


UNDER 
BLACK-OUT CONDITIONS 






Complete schemes provided by 
the proper arrangement of 
scientifically designed ventilators. 


GREENWOOD'S AND AIRVAC 
VENTILATING COMPANY LTD. 


Designers and Manufacturers. 


Static and Mechanical Air 
Extractors. 
Screened Fan Units. 


Black-out Louvre Panels. 
Gas-proof Valve Inlets. 
ABBEYDALE ROAD, WEMBLEY, MIDDX. 


Telephone: PERIVALE 4488 (3 lines). 












Short Staffed ? 


You need 


QUICK 
Record Keeping 





Short staffed or not, you have probably 
more records to keep than ever, A quick, 
easy method of keeping them is provided 
by "Robin" Looseleaf Books. 

Leaves for almost any record can be sup- 
» plied at short notice. Many different pat- 
terns are regularly stocked. The records 
can be kept in numerical, date, geographical 
or any other order. 


Any one canbe found in a few seconds. 
"Dead" leaves can be removed, and new 
leaves inserted as necessary, 


Many firms have scores (some have hun- 
dreds) of "Robin" Looseleaf Books in daily 
use for records. 


Send a postcard for the latest "Robin" 
catalogue. It gives full details. 


J. W. RUDDOCK & SONS LTD., 


Looseleaf Book Manufacturers 
LINCOLN 


T ge THOROUGHLY OVERHAUL - 



































AlL TECHNICAL GEAR 


Other things to look over extra 
carefully before the winter are all the 
items of equipment that involve electric 
wiring; such as: emergency telephone 
Systems, auxiliary lighting gear, broad- 
casting and signal systems. 

If last winter revealed any. faults in 
defences such as water seepage into 
shelters, insufficient air supply, etc. 
these faults shouldhave been remedied 
by now. If they have not been. the 
present month offers the last decent 
opportunity for doing so. 

One vitally important thing which, 
up till now, has not been sufficiently 
realised is this: if full scale raids 
materialise a lot of the A.R.P, equip- 
ment in industrial firms will be 
destroyed, or used up in other ways. 
Consequently, in a check over of equip- 
ment now these possible losses should 
be anticipated as far as they can be. 

For example, a greater number of 
spare batteries ior electric hand lamps 
might be carried. Because an auxiliary 
light plant has been installed to 
anticipate a breakage in the mains 
supply it must not be assumed that this 
auxiliary plant will not also be knocked 
out. 


E LOOK ROUND FOR 
USEFUL EXTRA STORES 


Extra stores of emergency food 
might well be stocked. A supply should 
be got in of that translucent material 
that substitutes for glass. The break- 
age of glass from concussion gans 
that valuable plant and other Moods 
may be exposed to damage by wfather. 





Hf old railway sleepers, pit props, 
scaffold poles, ete. can be obtained 
cheaply it is a good idea to have some 
available. These things are invaluable 
in temporary rebuilding and shoring-up 
jobs. They are not mentioned in 
A.R.P. handbooks but, as in Spain, lots 
of things not included in recognised 
defence schedules came in mighty 
useful. 





AIR-CONDITIONING 
PRIMER 


The A-B-C of Air Conditioning 
By 
WILLIAM HULL STANGLE. 
238 pages, 9X6, 213 illustrations, 16/6- net, 


A complet and understandable introduction to air- 
conditioning for ail concerned with problems of the 
design, installation and use. The treatment is 
extremely simple, expiaining the main factors of all 
air-conditioning problems under the four headings, 
Heat, Air, Peopis, and Emelosures, and cover 
detail the metheds and apparatus by which t 
essentials are applied. 


New Techniques 
for Supervisors and 
Foremen 


By ALBERT WALTON. 
235 pages 9&6, 16/6 net. 



















sion making psychology understand- 
for men in industry. Based on 
fully used by the author in many 
gg ow what we 
studied and 











measu ds of applying the knowledge 
thus ne prob;ems of managing, training, 





work 


McGraw-Hill Publishing Co. Ltd., 


aud stinrala 





A FREE SERVICE 


Subscribers are entitled to free advice 
on any problem arising in their own 
businesses under the following heads: 


Management (budget- Transport (internal 


ing, costing, statistics, 
stocks, personnel con- 
trol, ete). 


and external, costing, 
maintenance, eto.). 





P Lighting (to reduce 
badge aped ae costs and increase 
appliance, system and efficiency). 
method). Insurance (business 
Machine Acctg. (any and personal cover, 


specia! problems). Factory Act, ete). 
Service Department 
BUSINESS 

Whitefriars House, Tallis Street, E.C.4 

















CURTAINS 
DARK BLINDS 
SUN BLINDS 
VENTILATING 
HEADS 
SKYLIGHTS 


AND PATENT 
GLAZING Fitted] 















let us 








LANGHAM 
2433 


EST. 1834 


lf your Factories are engaged 
in work of National Importance 


quote you for your 
BLACK-OUT. 


BLINDS 


J. AVERY & CO., 8l, Great Portland Sireet. Wl. 















V7 mm 


STEEL CABINETS 
BRAVON 


ALL-STEEL i 

CABI NETS 
size 

33" X 18” 
For Account 


Books, Records, : 
Documents, &e. 


MODEL "OC" 


50J- 


Paid. | 


x i2" 


Carriage 


| BRAVON OFFICE EQUIPMENT Co. | 
L Southwark Street, LONDON, S.E.I 
mE Hop 2168 and 2159 


| NATIONAL SERVICE 


It’s the least 





you can do—. 


GIVE ONE PENNY EACH 
WEEK TO HELP THE 
RED CROSS CARE 
FOR THE WOUNDED 


@ Start a ‘Penny-a-week’ scheme where you work. 
Send a postcard to the Lord Mayor of London, 
Mansion House, E.C.4, for full details, 


i 


CIVIL DEFENCE 


: Approved by Government Departments; 6-ply con- 


| -absolutely opaque. 
| than ordinary air-raid blind materials—for any type | 


| Write for booklet giving full details, sample and prices to~- | 


i 


i 


i Tel. Holborn 8949 (14 lines). 








Red ross thanks this Journal for the free gift | 


oi this announcement, 


BLACK-OUT BLINDS 





OFFICE EQUIPMENT 


SISALKRAFT 


TRADE MARK 


The most important necessity for 


struetion makes them water, wind, and tear-proof 
Cheaper and more effective | 


of window. 


NKEY PET SON, L 


~ Established 1867 


61 ALDWYCH HOUSE, LONDON, W.C.2 


Grams Brickwork, Estrand, London | 





BUSINESS OPPORTUNITIES 


* A.R.P. 


SERVICES: & SUPPLIES 
ARE GOOD LINES TO 
ADVERTISE IN ** BUSINESS” 


Fuli particulars of rates, etc, 
wil gladly be forwarded on 
request to Specialised Advertise- 
ment Manager, "BusiNEss," 6 
Carmelite Street, London, E.C.4. 
Telephone: CENtral 9891. 


—— 































HYGIENE SER 


KOTEX 


Automatic Machines 


Are Essential Equipment 
Where Female Labour is 
Employed 





In these days of increased. fomalc 
Jabour and longer hoors Automatic 
Machines vending Kotex ‘Bondar 
soft" sanitary towels are x 
definite investment. They wi 
add to the comfort, keith and 
efficiency of your women umeioy- 
ees and save hours of valiable 
time. Every hour of every day 
these pilfsr proof, reliabie fully 
guaranteed machines whl be on 
duty. requiring po supervision 
apart from refilling. 





Fall particulars fi 
PETER'S AUTOMATIC 
MACHINES LTD. 


ié Victoria St., London, S.T 
Telephone: Whitehall 83306 (E Doi. 

















CALCULATING MACHINES WANTED 


Calculating Machine Wanted —User of calculators | 
(non-printing type with totals in dials) can employ | 


one or more additional 
Burroughs preferred. 
ete, 
Street, E.C.4. 


machines of same type. 
Full particulars, age, price, 


Dsum C eee 


OFFICE EQUIPMENT FOR SALE 





"A Selection of  Ex-Government and 


to Box 611, BC8£NESS, Whitefriars House, Tallis | 


OTHER STEEL AND WOOD OFFICE FURNITURE, IN- | 


CLUDING FILING CABINETS, DESKS, CARD INDEX 
CABINETS, ETC. Also Plan Cabinets, NEW AND 
SECONDHAND, AT LOWEST PRICES.—WRITE FOR 
ÜATALOGUR, THR MISORLLANHOUS TRaDING CO., 


TIME RECORDERS Esselbus, 442, West Green Road, W. 

i 
niga ee aasene | SANE TIME ANM eT | 
tpe a eut ee BT. EDEN TEE MSN. 
Road, London, S.E.1. CLASSIFIED 1 

Peine eu ADVERTISEMENTS i 
Staff Time Checking and Job Costing Time ) 
| emen p agendi Bee. qur dorem, CEN. 9891 -EX.35 — | 


LTD., 134/56 Hien HOLBORN, W.C.l. HOLBORN 4894." | 








MONTREAL 
TORONTO 
WHINIPEG TE 


CLASSIFIED) ADVERTISE 


| BOOK-KEEPING MACHINES WANTED 


RATE—2/6 a line (average 7 words to a line). 
Minimum 3 lines costing 7/6; each additional line 
or part of a linĝ 2/6. Box No. counts as one line 
and is to be paid for; replies are forwarded free 
of charge; 219 discount for 3 insertions, 59, for 
6, 10% for 12. . Payment with order for single 
insertion. Display panels 24/- per single column 
inch. Discounts as above, Special rate for 
"Appointments Wanted"; 3 insertions for the 
price of 2. 


I 


(€ i St AERIS, 








jowith 


House, Ta 








1,000 Gummed Labels 2/3. 
in two colours with smart border. 







typewriter k 
rice required, e 












MISCELLANEOUS 


Printed yout cw woning 














Tallis Street, E.C.4. 


Whiteiriare House, 


































Cash Registers, Coin Changers, Wa Payers, Cashiers, Calculators, Time Recorders, 
and All Business Appliances, Adding Machines and Duplicators HIRED AND REPAIRED 


SAVE TIME—HIRE AN ADDER FOR STOCKTAKING 


















ADDOGRAPH = THE MAIL OPENED | 
The Simplest Portable NO-MORE uo ds 
een Little LINE Quine 
= Gory. busy omoa; pA torn 
i LBE cheques, ete. 
Delightful arri ihe £2 2%. post free 
to use. typist’s time 





and your 
notepaper. 
Tap the lever 
and the line 
guide moves 

down. 
Price, as 
illustrated, 
And cheaper 
model, 21/-. 












8 col. to add from id. to £9,999 19s. 114d. 
9 col. to add from ld. to £99,909 19s. 11jd. 
Hand and electric models with or without 

subtraction and wide paper carriages. 
No Modern Office can afford to be without one. 





THIN EDGE ERASER 





Acts like propeller pencil, always clean and 
sharp edged. Best quality nickel plated, 2/6. 
2nd quality nickel plated, 1/2, 
Refills 1/6 per dozen. 


ree irre ride ALE MAKES SPE C IA L O FF ER i 


Fer all calculations. 
Multiplies, divides, NEARLY NEW 


adds and subtracts. | Ledger Posting, Book-keeping 
to do so mentally. | and Accounting Machines, 
Tens transmission ^ | Loose Leaf, Fanfolds, or Book 

£32 10s, Writers, with or without 
Adding and Subtracting of all 
makes, at bargain prices, 





















































Write for details. 












HO MORE ERRORBS-—JUST USE 

THE GUARANTEED ADDOMETER 
Rapid Automatic Addition and Subtraction. 
Rests fiat on the books. For English and 
Foreign money. Decimal or Ordinary Figures 
and Feet and Inches. etc 


FOR POCKET 
OR DESK 






YHE BIJON QUIET PORTABLE 
Its quietness and light touch are real aids to 
efficiency, while its compactness, lightness, re- 
liability and beautiful work make it THE BEST. 
With four-row standard keyboard, complete in 
case. (Weight 8 Ib., nearly 2 Ib. lighter than 
all other 4-bank portables.) 


£14 14s, 0d., 
S-bank models from 

















So Simple Any- 
one can use it. 


in Plush-lined, 
ducold case. 








complete “in tase. s imm in., 
ELIMINATE LOSS USE ORDINARY STAMPSPF& 95/- 
FRAUD BY USING SAVE 80°, IN POSTING TIME a i post free. 





A “SAFEGUARD | 
THE BEST 
CHEQUE 
PROTECTOR 





When ordering state for what purpose required. 
Also a cheaper pocket Adder for ordinary figure« 
and Indian money, in case. 30/- post free. 


And let your business-getting letters look 
like personal letters with actual postage 
stamps by using the. TAPPIT stamp affixer. 
Cheaper and quicker than a post marker, ali 







Used by leading Banks and firms, Do you realize stamps fixed, checkéd and gounted in one 
that an altered cheque is your own liability— Operation. aiu rw d guaranteed. 







Great Bargain £10 108. each. 


Al makes of Cheque Writers at 
half usual prices. Ask for list. 
BARGAIN 
OFFER 
Fire-resisting and 
Vermin-proof Steel 
Office Cupboards, 
finished art green, 
lever lock, dupi- 






































UNIQUE AUTOMATIC SELF-BEALING GUM- 


TAPDI 


























cate keys. Swinging & rae si MING PENIN Very setul for deak; 
ib i applies liquid gum papers. : 
as high, 55 / - Detáchatie per tray post free. Similar Article in Rubber 
12 in dese. LETTER TRAY BET extra. to apply moisture to stamps and 
30 in, hi "n A big aid to “SUS : - : gummed paper, envelope sealing, etc., 
dela cuidé 75/- efficiency. id à post free. 
18 in. deep, All trays lift BARGAINS in FILING CABINETS 
8 ft. high, 2 ft |, , of, are 5 PRESERVE , 
wide, 18 in. deep, | interchangeable, YOUR LETTERS 





swing out ofrl--— 
way, leave desk 
quite clear. 





and Records 

dust and fire by 

using our Art Green 

Vertical Steel Easy 

Running FILING 
CABINETS 


as Hus- 

trated. £5 15s. 
Other sizes in stock. 
Half the price of 





Number of Trays per Se? Complete with post 
and fitting for wall 





wood, 
Essential for stor- 


ing Books, Papers, Material of Trays. 4 Trays $ Trays 2 Trays is i 4 drawers, 4to, from 
Box "Files, Letter | tight or Dark on 3 4 : or desk. All aiana £5 4s. 
Trays. ght or Dark Ua 8/6 33/6 23/8 Approximate internil 4 drawers, f'cap, from 
Other Furniture | Real Mahogany 80/- e ss MMs dimensions of trays £8 6s. 
equally cheap. Steel, Fshd. Art Green 50/-  — 45/- doj- 134 x9} X21 inches. Locks 17/6 extra. 














Phone: Holhorn 3793, or write for Bargain Lists and Particulars. TEMPORARY TYPISTS SENT OUT. 


TAYLORS TYPEWRITER MARKET 2:SH4NceRY LANE (Holborn Rnd), — 


Printed for the Proprietors, BUSINESS PUBLICATIONS Ltd, oy F. J. WILSON & SON LTD., The Carlton Press, Chesham. 








foe BUSINESS 


hasa ull mu fob fora 


This is virtually a mechanized Manifold 
will speed up the production of routin 
copies, by eliminating entirely the interlea 

The requisite sets of forms are provided in 
that at one writing and one turn of the operatin: 
set is discharged from the Register, and a frest 


handling the stationery. 

One or more complete copies ofthe is 
under lock and key in the Register as 
providing the finest possible protection « 
on the machine. 


H The Egry Handipak Portable 

Register lends itself to record- 

e ing transactions en route in 

connection with the duties 

e of roundsmen employed by 

bakers, laundries, dairies and 
similar organisations 








IN YOUR DESK ? 


You may prefer to keep your “ Packaway '' Extension 
Ladder somewhere else, but the fact remains it packs 
away in a 10 in. space. A masterpiece of practical 
portability. All Steel. All British. Folds in a flash. 
Extends in an instant. Completely safe and rigid. A 
real boon in the Office and Factory. 






















Installed throughout Great 
Britain by Corporations, 
Hospitals, Factories, Business 
Houses, and A.R.P. Under- 
takings, as well as by thous- 
ands of private users. 


INDISPENSABLE 
if you have 


Other sizes and 


prices as well 





HIGH S den of the 
nstant " Fire Escape 
SHELVES | end Grecia bak Gases 
OVERHEAD on application to : 
SHAFTING GRAVITY 
A RISK OF LADDERS LTD. 
FIRE m x3 
HOL: 8341-2-3. 
the 
LO A 





CARRIAGE PAID 


—but not 
a paper singed 


Fire-bombs fell on a nearby building. 


Sparks ignited an adjoining timber 


yard. And a modern reinforced 


concrete building went up in flames. 


The fire was so fierce that the brass 
handles of the Library Bureau Certi- 
fied Safe Cabinets were melted off ! 
—indicating a temperature of over 


Yet not a single 


E 300^ Fahrenheit. 
piper was even singed ! 
A Preserve your records in Library 
Bureau Certified Fire and Heat- 


resisting Equipment—which has a 
\ 
e / 
\ 
\ 


LIBRARY BUREAU LTD. 


1 NEW OXFORD STREET. (B) 


certified safety margin well above 


the temperature of the average fire. 


Full particulars of Library Bureau Certi 
fied Fire-resisting Equipment will be sent 


on request. Write to Dept. A 51. 


LONDON ° w. C. 1. 
Phone: Chancery 8888. 





\ Pull yor 
full weight 


You reach the highest pitch of personal 
efficiency when you have always at hand 
the modern super-efficient dictating machine 


- 





Easy to use, always at hand 
labour-saver, the Dictaphone is 
as a business assistant 










Faster and more accurate tha 

expert stenographer. You dicta 

where and how you like—early or late 
fast or slow ; you never have 

Every job done just when it ought t 
done. 

That's why you get through re w 


T . do it better and more -easily, fix 
Fill In and your good ideas instantly, never forget 
hing. 
post the coupon anything l 
And your secretary is save we 
NOW : ) three hours of shorthand drudgery every 
pr-----—-—------------ day — more time in which to ! 
i L 
; THE DICTAPHONE CO., LTD., op gor Wels 
| Dept. H., Kingsway House, Kingsway, London, W.C.2. E 
| Please send full details of the Dictaphone method, The Dictaphone Co. Ltd. 
- and of the Dictaphone Telecord (Thomas Dixon, Managing Director 
PN: 
Name Kingsway House, Kingsway, London, W.C.2 
1 Address 
i M : Telephone : 
HELLE LLL . e e è HOLborn 4161 (five lines). 
fem e-""- 


The Dictaphone 


g. Trada Mari 


SIMPLE - CONVENIENT : ECONOMICA 


Branches at Manchester, Birmingham, Glasgow, Liverpool, Leeds, Bristol, Newcastle«on-Tyne, Dublin, Belfast 


2 


E ——————————— 


MAKE A PROFIT. FROM 
USED LUBRICATING OILS 

















by filtering 
through the “AEROX” LUBRICATING OIL FILTER. 


% The low initial outlay. % No mechanism to go wrong. 
* Operated by compressed air. |e No complicated parts. 
% No heat required. X Replacements—negligible. 


COLD FILTER (as illustrated) for the small user. 
Heated Installations available for larger output. 


Also filters for:—CHEMICALS, BEER, WATER, AIR and GASES. 


J. M. STEEL & Co. Ltd. =: 


HOLborn 


36/38, Kingsway, London, W.C. 2. ""^ 





























trr? 
The Woodhouse 


INCENDIARY BOMB 


CONTROLLER : 
No more worrying about Incendiary Bombs. Here's a One Machine floes the work of Two 


i h 
ee opus ent succ cigar e am Continuous Form Billing in addition to regular typing 
Simple to operate, and safe for the operators. 





Fifty gallons of water easily transportable and at your " Mord Mna spe vii M Se machines 
2 m when used w "Fanfold" Continuous Form Adapter, 
service instantly with two Home Office Stirrup Pumps because the many time and money-saving methods of the 
fitted. Continuous Form Billing Machine are added to all the 
The Woodhouse Pyramid Attachment can be fitted if SST PEERS FCSN ee ee 
desired for controlling the bomb. "Fanfold" Continuous Forms typed over our Attachment 


effect savings in Billing time and costs, ranging from 17%, 
Write for full details now. to 78%, without affecting the operation of the typewriter 


for regular correspondence and other purposes. 


GE PRODUCTS 1IOUSE 


"Fanfold" Adapter places no strain whatever upon the 

e typewriter carriage; because of the very simplicity of con- 
struction and operation there is nothing to get out of 
order, 











Registered Office : 


200 BROADWAY, CRICKLEWOOD, LONDON, N.W.2. fı 
Telephone : GLAdstone 6695. an ol, 
Works : Ltd. 
108 CRICKLEWOOD LANE, LONDON, N.W.2. Tanos MART 


Telephone : GLAdstone 7093. 
——— NORTH CIRCULAR ROAD, LONDON, N.W.2 


A DHB Telephone : GLAdstone 5477 (3 lines) 








RELIANCE 


TELEPHONE SERVICE 
with an ALL-TIME GUARANTEE 





ee 
INSTANT INTERCOMMUNICATION | 
between Principals, Executives and Staff m 


in factories. Warehouses and Offices 


S53 This is of paramount imporlance to-day. The new RELIANCE 
LOUDSPEAKING TELEPHONE SYSTEM is ahead of anything yet 
produced for this purpose. Loudspeaker receplion leaves both 

hands free — full intercommunicalion — secrecy — conference lines— 

person finding—fh fact every pfosssible feature for saving time and We 
energy has beep included in this remarkable system. 








c Write for a demonstration in your own premises without obligation of course, 
| ig or for fuller particulars of sale or rental terms. 


= / 
PRODUCTION er) 


We 





THE RELIANCE TELEPHONE CO. LTD, HEAD OFFICE: 39-41 PARKER $T. W.C.2 
Telephone: Chancery 5341 Branches in principal Provincial centres 


A Subsidiary Company of THE GENERAL ELECTRIC CO. LTD 








Leaders of Business 


and Finance 


jug OWNERSHIP OR CONTROL of money is at all 







times a grave responsibility. In this war it is a 
responsibility of deeper significance. It is the 
imperative duty of us all to place our available money at 
the disposal of the State in the form in which the Govern- 
‘ment needs it and at the time when it is- required. To 
withhold it is to weaken the Country's financial fabric 
and thus to prolong the war. If you have money in 
your possession or within your control, release. it. 
Lend it now by subscribing. to National War Bonds. 
This is the form in which i country V d: the help of 


its Leaders of Business and Finance —and needs it today. 


255 National War Bonds 


( 1945.47 ) 


H e 2 
A full Trustee Security —Price of issue £100 per cent—Subscriptions af £100 or 
multiples of £100 will be received until further notice—Interest accrues from. date of 
purchase’ —Pfospectus and application forms obtainable from Banks oF Stockbrokers. 











{sued by The National Savings Committee, London. 
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Don't We NONE to Reaeh Peak Production? 
By The 


This Firm Retains All Its Skilled Workers 
From T, G. BEDWELL 
Bells Asbestos & Engineering Ltd. 
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To Combat Work-Fatigue and Monotony 
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Staff Comfort Will Raise Output $ 
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BUSINESS, ‘Published by Business Publications, Ltd., Whitef 
House, Tallis St, London, E.C.4. Telephone: 
Subscription Rates: 1 
Kingdom; 20/- a year post free in the Dominions and Over 


Central 9891, 
15/- a year post free in the United 


riars 


seas. 


DO YOUR 


for KE Y PERSONNEL 





WRITE for CATALOGUE 


| CONSTRUCTOI id 


MICHI WORKS 
IR M INCHA? 


| FRIEND. 


Coinage del ivered 
automatically, to 
the exact amount 


NO COUNTING 
NO CHECKING 
NO ERRORS 


spl 

The ye suces both er 
and cime do 

miniman 

strain and resi £ 

the wages 


pa : 
the benefit of heit work. 


given — without 
obligation— 


BRANDT AUTOMATIC CASHIER CO, 2 
4t FURNIVAL STREET LONDON OEC 






Elimination of handling carbons | Recording Á pr | 
and complete concentration of GREATER OUTPUT 


effort. will speed up output 








The Egry Tru-Pak Register.is virtually a mechanised Manifold 


. 
* Book, it eliminates the constant interleaving of carbon 
where multiple records are papers and thus greatly speeds up the production of routine 
` forms, 
required. At one writing and with one turn of the handle the written 


set is discharged from the Register and a fresh set is brought 
into position on the writing table ready for instant use without 
handling the stationery. One or more complete copies of the 
issued forms are kept locked away in the Register in easy 
reference book form. The Register is available in: various sizes 
for various purposes, 


AH Models with the exception 
of portables can be mounted 
on cash tills. 





EGRY LTD., WARPLE WAY, ACTON, LONDON, W.3. Sphere hoch HE Eripe. EMT. London. 


TENGE 
FLAT TOP 
FULL VISION FILING 


THE MOST REVOLUTIONARY 
FILING IDEA EVER INTRODUCED 






© @ Graphic Control with unlimited. applications. 
@ Maintains perfect filing order automatically. 
@ Fits any standard Filing Drawer. 


@ Reduces all subject indexes to instant visual 


identification. » 


@ Instant location of any Folder. 


SHANNOGRAPH employs all these advantages 


Flat Top-—Fully Visible . . . Perfect Suspension . . . SUSPENSION 
Fixed Signalling . . . Unlimited Classification . .. Each folder threaded with rust-proofed steel hangers which rests on metalframe inside 
Movable Signalling. & drawer. Tops of folders are kept horizontal—the best position for rapid visual identi- 






3 fication. Folders cannot slip under or: ride up—never rest on the drawer bottom. 


THE SHANNON LIMITED 
Imperial House, 15, I7, & 19 Kingsway, London, W.C.2. 





Your Index to... 
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IN 


TELEPHONES & KOCESAGE ES: 
















DEDUCTION of 
INCOME TAX from 
SALARIES & WAGES 


INDIVIDUAL RECORD (Loose-leaf). ! 
form for use in our well-known binders is carried in 
stock for an individual record of each. employee: a 1 
separate sheet for each employee printed for record i 
i 
i 
l 


A 5"X8" 


of total amount, weekly deductions, monthly totals, 
date paid Revenue, balance to be deducted, etc. 









to meet the requirements of the new FINANCE AC : : 
LOOSE-LEAF SALARIES AND. WAG 





supplying — suitable 
BOOKS from stock, They are designed on the long sno 
principle, avoiding the frequent Mre-writing of employees nuts. 


COMPLETE OUTFITS 
COMPRISING BINDER, 10 LONG hen 190 SHORT SHEETS 


SALARIES BOOK, size 13” X 9", 
WAGES BOOK, size 8" X 13", 2o names to g 
WAGES BOOK, size 15"X15", 45 names to r 


Write for Leaflet N. x 38714294 and 


names to page 










FREE Specingn Sheets, 
MOORE’S MODERN’ METHODS 
12, ST. BRIDE STREET, LONDON, 





€ Ask for Specimen Form No. 73/A294. 


t de l Telephone: GENtral: 5101 ii ees 





INTR 


the ALL-BRITISH 


DUCING.. 








Gsm 


These salient features are included for 
the first time in any machine, and the 
keyboard conforms to standard design 
as universally accepted by Business 
Houses and Banks. 
ERROR DETECTION 

Faultily operated keys remain half 
depressed. The operator knows exactly 
where the mistake has been made, 


ERROR RECTIFICATION 
Becomes automatic without cancellation, 
permits speedier operation because of 
continuous calculation. 

TOUCH 
Is smooth and even, specially created 
to be “the gtouch the operator likes," 


RESULTS 
lhese are ghown in a continuous panel. 
ensures aceurate reading of totals. Sums 
may then be read off as in one aperture. 
COMPACTNESS & PORTABILITY 
Ihe smallest Full Keyboard Caleulator, 


easily transportable, requires minimum 
of desk space. No electrical leads. 


Weight 16 lbs., height 5L," depth 
101,” manjis 4 


CALCULATOR 


Here"is an entirdly new machine—embodying 
five definite advantages —a worthy product of 
British brains, British capital and British 
labour. 


It is designed to facilitate every calculating 
problem, and is the simplest, lightest ana 
most efficient of all calculating machines, 
Years of painstaking research and experiment 
have resulted in a modern-as-the-minute 
machine, ready to cope with every calculation 
requirement of the business world. 


Write for further details to-day of the various 
models available — you have need of a 
SUMLOCK in your organisation. 


Telephone: Regent 1532 


It The 


BUSINESS 


MANAGEMENT CONTROL POLICY , 
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Government WANT Efficiency 
WHY TAX IT? 


ULL blast of the Purchase Tax 

(334%) on modern office appli- 

ances and equipment is now so 
near to becoming Law that only a 
Treasury Order can save it. Whether 
a sufficiently strong appeal can be 
made to secure an Order remains to 
be seen, but the logic of such an 
appeal is unassailable, 

As the position now is, the busi- 
riess man who is progressive and 
nationally minded enough to aid his 
country's industry by using the 
best methods of speed and economy 
simply stands to be penalised. By 
employing the most modern equip- 
ment to expand his output, cut down 
costs, save vital materials, economise 
in labour, prevent errors and utilise 
working time to the best possible 
advantage he will be required to pay 
heavily for his contribution to the 
national effort. 

Paradoxically, the less enterpris- 
ing business man who impedes the 
progress of his organization by load- 
ing it with the extravagantly ineffi- 
cient methods of quill pen and copy- 
ing-book will get off, tax-free. 

By analogy the man who reverts 
completely and runs his primitive 
office on the basis of records chipped 
out on tablets of stone should be 
paid a substantial bonus. 

Whatever may be said of other 
aspects of the Purchase Tax itg 
direct incidence on the nation's 
means of efficient production reveals 
itas a measure haphazardly devised 





THE 


o B y 


as an out-and-out cash-raiser and not 
so much as the quite legitimate curb 
to non-essential spending which 
most of us imagined it would be, It 
is expected, for example, that the 
levy will rake in somewhere about 
£90,000,000 this current year and 
£130,000,000 in a full year. Looked 
at as a pure cash-raiser this is no 
great shakes against our colossal 
revenue requirements. Any benefit 
it may have,*therefore, will be far 
outweighed by its stultifying effect 
on progressive efficiency in the 
nation's vital industry, — 

As would be imagined, too, the 
measure is full of anomalies. For 
instance bound books of account are 
tax-free, So are "books" consisting 


EDITOR 


of loose leaves for machine account 
ing—but, further supplies of 
leaves (if bought loose) a: 
to the tax. By the simple expedient, 
however, of "binding" s: 
loose leaves with brown 
light card covers that car 
stripped \off by the 
status of @ bound book” is provided 
and the tax evaded 

Thus, by making extray 
of brown paper, a material which the 
whole nation I 


loose 


subject 


pplies ot 
paper I 


t once be 


is urged [ Save he 

object ofg the law is quite legally 
defeated. 

Continuous stationery for high 


speed typing, if sold in lengths as 
formerly, is taxable. Divided into set 
lengths, however, and lightly bound 


in covers to constitute a "book," it 
is tax free. 

Invoice forms, glued into pads 
with covers, such as the small firm 
uses, come within the "bound books 
of account" definition and are tax 
free. Loose or continuous invoices 
for the progressive firm's high-speed 
mechanical accounting are taxable. 

To take a final point, though many 
more could be given : A visible card 
record system is essential to ensure 
that each machine in a factory and 
each part of such machines receives 
attention at a predetermined 
periodicity so that worn and fatigued 
couplings, bearings and other vital 
parts can be renewed. This is the 
only way by which to ensure contin- 
uity of effective service. 

These factory machines that pro- 
duce the nation's needs are not to be 
subject to taxation, vet a cabinet and 
cards that ensures their continued 
operation at the highest peak of 
efficiency gets the full weight of the 
tax, along with "luxury" articles. 

Industry's immediate job now is 
to convince officialdom that a busi- 
ness really is a complete unit—office 
and factory equipment inseparable 
and working as an harmonious whole. 
It seems increditable that in 1940 
there should be people in authority 
who do not understand this. But 
then this war has been lamentably 
full of costly "surprises" to which 
our authorities have ultimately been 
wakened. lt is to be hoped that they 
won't sleep through this one. 


Modern Safe-Files Have Just Savefl 
The Vital Records Of This Firm 





Executives Deplore ‘Efficiency Tax’ 


IN deciding to impose the Purchase Tax on Office Machinery 

the Government is surely overlooking the fact that when 
greater demands (largely caused by forms and statistics required 
by, Government Departments) are being made upon depleted 
office staffs, mechanical aids to efficiency cease to be merely 
desirable, but become absolutely essential. 

It seems obvious therefore that to tax office machines as 
luxury goods is "to tax efficiency," obviously a most undesirable 
state of affairs, and one which the authorities would do well to 


faceisvier. (Signed) D. G. GRANTHAM 
Secretary, The Telegraph Condenser Company, Ltd. 


"[ 9-DAY—more than ever before—the losses which occur, the 

waste, the defective work, and the leaks which arise, must 
be stopped. Economies must be effected, operations standardised, 
and efficiency introduced. 

Maximum efficiency can only be gained through knowledge, 
the knowledge supplied through modern office machinery and 
equipment. Policies of cost reduction, effective factory planning, 
personnel problems, wage and bonus systems, purchasing and 
delivery are entirely dependent on their use. 

To apply the Purchase Tax to Office Machinery is certainly 
to tax efficiency. 


(Signed) ALFRED S. M. SIM, C.A.. A.C.W'.A. 
General Manager, Thomas Mitchelbill, Edinburgh 


I" modern business the accounting machine interprets to the 

Management the work performed in the machine shop. Only 
by the office and factory machinery working in smooth co-opera- 
tion can a business reach its highest productive capacity. A tax 
on office machinery which enables manufacturers to turn out more 
war-requirements is automatically a tax on production itself. 

It is very disheartening to find that the Treasury appear hy 
their action to be so completely out of touch with the commercial 
mechanics of modern business. 


From tbe CHIEF ACCOUNTANT 
of a Weell Known Aircraft Manufacturing Firm 


Despite Bom bing. This Con- 
cern can carry on Business 
as usual. Yet this is the 
kind of Essential Office 
* Equipment that is going to 


be Heavily TAXED! 


IRE from an incendiary bomb 
gutted the offices of this manu 
facturing firm, but its vital records 
Ledgers, Duplicate Invoices, etc.—wer 
housed in the Safe-Files shown here 
on the left standing empty. In these 
Safe-Files not a sheet of paper was 
even scorched, despite the fact that 
the brass handles were melted off some 
of the drawers—thus proving a tem 
perature of more than 1,700 degrees F, 
The Safe-File cabinets are now 
empty because the drawers, with their 
contents intact, have been evacuated 
to temporary premises where business 
is being carried on as usual. Inci- 
dentially, it may be remarked that in 
the ordinary metal files at the extreme 
left of the picture all papers werc 
charred to tinder. 





this Firm is 


Retaining All Its Skilled Worker: 


WEEN there first appeared on the 
economic horizon the tendency 

towards industrial wage in- 
creases this company made an impor- 
tant pronouncement to its staff. In 
essence, it ran as follows : 


This Pronouncement Typifies The 
Company's Outlook 


“Look here, you people, we're not 
going to give any wage increases. No- 
body here is going to profiteer out of 
the war. We hope that the Government 
will take from the Company every 
penny of excess profits. In the mean- 
time no member of our organisation 
individual, from the Board to the 
most junior employee, is going to cash- 
n on the nation's emergency. On the 
contrary everybody will have to work 
harder, probably under difficulties, but 
there will be no fantastic ‘rewards’ for 
doing what is, frankly, our duty, 

“It ts inevitable that the cost of living 
will rise: the Company will make to 
employees a grant to offset exactly 
this cost of living increase. The grant 
willbea Hat rate, based. on the cost of 
lving index, and will NOT be ex- 
pressed as a percentage on wages. To 
every employee earning £6 a week 
or less the same rate will be paid. 
Everyone else must finance the increase 
themselves. 

“In this industrial neighbourhood 
there are a great number of manufac- 





turing concerns. Many of them are 
going to offer exceptionally high 
wag to attract staff, especially 





skilled workers. 

"We want none of our workers to 
leave us. You have, however, heard 
our terms. You know of the opportuni- 
ties of bigger money elsewhere, so, to 
those who feel inclined to go, no 
obstacle will at any time be put in their 
way." 

Such a pronouncement was pretty un- 
compromising, Its effect on some staffs 
might have been—to say the least— 
inflamatory, 

Now that the war has been on a year, 
however, and despite the bait of high 
wages in other organisations, the 
number of employees among Bells’ 
three hundred odd at Slough who have 


foresaken the Company is—two. And 
both were juniors. 
Now I think that's ‘pretty remark- 


able. Here is a staff, promised nothing, 
yet it stays put. And what's more, it 
practically doubles its output, as I have 
since learned from recent figures. How 
is it that in such seemingly uncom- 





Without War-Time | Wage Increases 


No catch-penny short-term expedients have accomplished 


this, but a fundamental policy of co-operation that has 


drawn together executive 


confidence, provided the fullest opportunities for every- 
body and given the happiest possible conditions of work 
By F. T. Poulton from an Interview wi 


T. G. BEDWELL, 
Joint Managing Director, Bell's Asbestos & Enginee: 


promising conditions a firm can retain 
its staff of trained employees when 


scores of firms, offering all sorts of 
incentives, experience a heavy labour 
turnover and acute shortages of 


skilled workers? 

The explanation goes back to a long 
time before the war. 

There is no need to go into the vari- 
ous manœuvres affecting certain 
asbestos manufacturing interests. But 
in 1929 two joint managing directors 
became responsible or the active 
administration of the present company. 


The Management's Aim Is 






vards Co-Partnership 


These t&o executives had strong and 

articular Wews about management in 
Eun 'ThéWetook over a concern 
that was essentially traditional in 
eonstitution and outlook. To alter this 
status to one which embodied their 
own ideas would, they clearly saw, 
demand long, careful preparation and 
a very gradual replacement of the new 
idea for the old. 

Expressed in broad principle this 
idea of management visualised complete 
mutual confidence leading eventually to 
co-partnership, but with this important 
addition: that every employee should 
have a still wider and more intelligent 
conception of his or her own place in 
industry than is usually held by par- 
ticipants in a co-partnership scheme. 

To reach this state a five, and pos- 


sibly ten, years’ "educational" cam- 
paign would be necessary. The five 
year campaign was launched as a 


starter, By far the greatest and most 
important task in it was the seemingly 
simple one of getting the employees’ 
complete confidence, confidence as dis- 
tinct from passive acceptance of the 























and staff, established mutual 





proposals put. forward 
the staff that in equ 
they had. the managements 

First measures t 
understanding and tr & 
to all members of the staff 
agement held, and : 
reason, that ad 
of thisssort are o 
some suspicion by employe 
talk could alone one 
ali doubts or incredul: 
was a beginning and i aut 
that the management and 
work in complete mutual 
and harmony. 








Each Employee is Shown What 
He Costs the Company 


To show each empk 
he was to the. compar 
as. well as an as 
figures: was. worked out. 
just what each individual 
pany, beyond wages, to c 
showed his cost as to 
he occupied, the light and 
sumed, even what he user 
of soap, water and other am 

Other figures were provi 
completely and accurately the c 
materialg he used in his we 
of using machines and plis 
final prodgction 
manufactured, 

At this point it will be 
to mention a feat 
introduced to encourag 
of waste, Every emt 
tory. was girovided with 
was f éd one sque 
piece Of every raw n 
material asanarked 
—tüot per yard or 
cost of the 

























costs of 
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“of wast g small pieces 





the cost. 


as some. of the materials cost as much 
as fivepence or sixpence- the square 
inch. 

Then, to complete the picture of the 
business, distribution costs, selling 
prices and profit margins were clearly 
detailed. 


This Plan Helps Strongly to 
Establish Mutual Confidence 


Each employee was not. shown 
privately his own figures, but figures 
relating to every individual, from the 
managing. directors downwards, were 
completely disclosed.’ Thus no hint of 
secrecy could be suspected. Everything 
was proclaimed "wide open," everyone 
could see at once "what the boss was 
getting out of it" just as he could 
summarise his own personal earnings. 

As the joint managing director 
remarked to me “If anybody wants 
to challenge the living I take out 
of the business he's quite welcome to do 
so, on the basis of cold fact. And if 
he claims he can do my job more 
efficiently than I can, and he can prove 
by performance he can do it, then he 

‘can damn well have the job. That's 
literal fact, not the ‘safe’ statement 
of a-man in an assured position." — 
-` All these figures, then, were designed 
to. initiate. the employees, by A.B.C. 
steps, into a complete understanding of 
"the business. It is, of course, especially 
in’ a co-partnership type of business, 
no new thing to present the employees 
regularly with the figures of the com- 
pany. But such figures are usually in 
the form of a statement of accounts, 
a balance. sheet, the same kind of thing 
thát is issued by the Board to the 
Shareholders. 

The management considers that sort 
of presentation quite useless to the aver- 
age factory employee. It does nothing, 
it. says, to. help their understanding 

cof what's what or to gain their con- 
fidence. Most rank and file employees 
are inclined to be suspicious of figures 
anyway, unless they are set out in such 
a straightforward manner as to be com- 
pletely understandable, 

From that first chart the detailed 
return of figures to the staff has 
been maintained regularly — ever 
since. It has done more than anything 
else to secure the confidence and good- 
wil. of. all hands. First because it 

: gradually cleared away any idea. of 
_ secrets in high places; that is git killed 

the traditional belief that infbusiness 
the bosses got the money ang did pre- 
cious little work while the hands 
endured the opposite condition. 

Secondly, it showed the- employee 
, clearly the relationship between his cost 
to the company and the wages. he 
draws. Few employees C M that 
they cost the.company anytl&neg to be 
employed at all; "A 

. Thirdly it revealed to the rank and 
file the just balance between production 
and selling costs. Many could not 


ax 





was 
much- more vividly realised, especially. 


costing, say a shilling to make was. 
sold to’ the user for, maybe, half-a- 
crown. Simple, accurate figures showed 
them that a margin of such "profit" was 
by no means a pretty good racket run 
by a féw at the top. ` 

And fnally, all this explanation, 
assisted by regular talks, gradually 
gave the whole staff an intelligent 
understanding of the business itself and 
of every individual's contribution to it. 


No ‘Police Duty’ Exists In 
This Firm 


Another interesting feature of the 
management’s policy has been the 
gradual elimination of the old tradi- 
tional ranks of Foreman and Fore- 
women. In this firm there are no "little 
bosses.” Go out into the shops and you 
will find no supervisors “keeping their 
eye on things," Everybody just gets on 
with the job. Each knows his or her 
liabilities and assets to the company in 
terms of figures; each individual knows 
that mutual trust and goodwill exist on 
both sides, and that's an end of it. 
People just naturally pull their weight. 
lf by any chance somebody proves to 
be a jibber, he gets promptly put out. 
Usüally by other members of the staff, 
and not primarily by the management. 


Promotion Goes By Merit, Not .. 
pe litbrit eni c Aie ANO 


By ‘Politics’ 


The supervision that of course does 
exist is there to help and to organise 
work and not to do police duty. — 

Promotion to more skilled jobs goes 
solely by merit. Works “politics” don’t 
exist. As an example, a young men in 
the warehouse was found to excel at 
maths. He was transferred to the 
accounting dept. and in thre 
became internal auditor to the 
Not bad going for a youn 
the opportunities are alwaysfthere. 

This company is acutely A 
constant need of a resq of personne 
for executive rank. A training scheme 
exists for this purpose. Broadly, thig 
training consists of obtaining the 
youngsters straight from school and 
starting them right at the bottom rung 
of the ladder. Their first position is 
a period in the post room "licking 
stamps" and acting-as inter-office mes- 






sengers. For the next stage they are - 


drafted to the warehouse where they 
learn to pack goods and load vans. 
After this they'serve for a time in each 
department of the works to obtain a 
knowledge of how the different goods 
are manufactured, On completion, they 
return to the office and undergo train- 
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"understand, for instance, why a product ing in the various departments such as 


Purchasing, Home Sales, Export Sales, 
Shipping and Accounts. 

When the training is complete they 
are required to sit for an examination 
so that the management can gauge the 
trainees’ ability and so determine in 
what sphere of work they are most 
fitted. 

This policy has paid the company 
well; several of these people are now 
fulfilling important administrative posts 
both at home and overseas branches. 

[It ts hoped, in a near issue, to publish 
an article describing this scheme in greater 
detail—Ed.] 

All juniors engaged by the firm are 
given, in addition to their ordinary 
training, a comprehensive course of 
study at evening classes at the com- 
pany’s. expense. By this means much 
merit is discovered that might other- 
wise be missed. The warehouse 
junior’s maths was a case in point. 
If there was room here many more 
instances could be cited. 

This knowledge that there are no 
limitations in the company is a wonder- 
ful incentive to everybody. 

The continued development of this 
policy towards the ideal of intelligent 
co-partnership brought the company to 
the outbreak of war and the goodwill 
engendered by the now complete con- 
fidence existing between management 
and staff explains the wholehearted 
acceptance of the pronouncement oüt- 
lined at the beginning of this article. 

To-day the company, without yield- 
ing to the danger of inflation by ex- 
panding wages, is securely holding the 
loyalty of its whole staff and has enor- 
mously increased its output, mostly by 
purely voluntary effort. 


Office Staff Give Voluntary Help. 
In the Factory 


As a specific example of this volun- 
tary effort: the company's office staff 
have agreed to give as much as pos- 
sible.of their spare time to act as 
workers in the factory with the object 
of expanding the firm's output of vital 
war products. : 

Under this scheme the clerical staff, 
men and women, undergo a special 
course of training between 7 and 9 
a.m. each weekday then on alternate 
Saturday afternoons and Sundays they 
work in the factory at the jobs for 
which they have been trained. For this 
they receive the same rates of pay as 
the regular factory hands do for 
equivalent types of work. 

For office workers voluntarily to 
devote, daily, two hours in the early 
morning for training in unfamiliar 
work is, I think, a very clear indication 
of the kind of spirit that exists among 
them. And for them to follow this 
by week-ends. of unquestionably hard 
work at the bench is sufficient surely to 
answer àny sceptics who might doubt 
that real loyalty and enthusiasm can 
be created by the right’ sort” of 
management. 


" 


To Combat Work-Monotony & Fatigue 


Among Your Staff: Here are Some Useful Facts 


IGH-pressure work always raises 

the acute problem—how high a 

peak can the human element stand 
with consistency and efficiency? 


CRUX OF THE PROBLEM 


For manufacturers the great pro- 
blem to-day, therefore, still is to deter- 
mine the maximum periods which 
various types of employees on different 
kinds of duties can work most effec- 
tively. That is, for what periods can 
they contimue to produce their maxi- 
mum output of a given standard with- 
out ill effect on morale and health. 

Laws and emergency regulations 
govern hours of employment for most 
classes of workers. But legal stipula- 
tions are only a basic safeguard: they 
are only a framework upon which the 
employer must be guided, so to speak. 
It is still up to every employer and 
every individual executive who super- 
vises labour to resort to all possible 
devices to secure this maximum out- 
put by making it possible for the men, 
women, girls and boys under his control 
to maintain their efforts without 
mental or physical casualties. 

Individual workpeople by the million 
are enthusiastic and personally anxious 
to give supreme efforts at this time. 
Management’s urgent responsibility is 
to smooth away, to the greatest extent 
possible, every obstacle that might in 
any way jeopardise those efforts. 

Two of the greatest enemies to sus- 
tained effort are fatigue and bore- 
dom. The first, of course, arises in 
every kind of work. The second is a 
prevalent danger in repetitive pro- 


cesses. It is management’s job to com- e Forbi 
‘ 


bat both of them. 
To mitigate strain and consequent* 


All plans to stave off Monotony and Fatigue at Work 
should have one basic, vitally important aim—H ealth of 
body and ‘mind of the employee, because the 
healthier and more contented the individual the 
more energy he has available and the longer he 


can sustain it 


monotonous, repetitive type), the first part of human being: 
essential is to study with the utmost a gradually diminishi: 
care the lengths of the periods worked activity." 


and to note with precision the limits What we shall tr 

beyond which work declines, either in to indicate some of the smaller 

quantity or quality. things which, in addition t 
It must be assumed in this article fixing the periods worked, ca: 


that this factor is well understood be- to relieve the gener: ender 
cause it is a complex matter, differing fatigue. 
with types of work and types of work- 
eople, and cannot here be gone into je EUM 
in detail It is sufficient to state, there- REST PAUSES 
fore, that “continuous activity on the 
For example, rest 

spells of work of four 
* How to Use Rest Pauses are, in nearly all 

Organised rest pauses 


*How to Supply Refreshments “ecessary to break 


. 7 tinuous application 
During Work-Breaks l bh kind 
n marny inds 


S. r ^ do have short spells 
K Adjusting Bench Heights to as for example wh 
Individual Workers machine to complet 
perhaps when waiti 


' to Reduce Lifting, Carry- But this is not the 






ing \nd Walking rest pauses which 
for complete relaxatior 
Ty : muscles and a chance, 
ty Fyranny refreshment if it is war 


The number and 


fatigue in ordinary work (not of thee X Music: Use It Carefully pauses depends of cour 





This department provides a good example of how human energy—lifting and carrying—can be reduced to minimum Roller conveyors round 
perimeter of the whole department, conveyor trays that only need sliding, not lifting, hand and electric trucks enable work to be done, with 
less fatigue, than it was formerly done by three times the number of employees 


of the work and, to some extent, on 
the preferences of the workpeople. A 
ten or fifteen minute knock-off in the 
middle of the morning and afternoon 
period is a common arrangement, 
though in some works five minutes 
every hour have been found to give 
better results. 

It should be understood that rest 
pauses are not mere concessions; they 
are definitely part of intelligent work 
programmes, they should therefore be 
used properly. In ground-floor f 





tac- 
tories, where the movement takes only 
a few seconds, employees should be 
urged to go out into the open air— 
weather permitting. Alternatively they 
can go to a rest room. The important 
thing is: everyone should relax as 
completely as possible for the whole of 
the period. 


SUPPLYING REFRESHMENTS 


For this reason it is definitely un- 
wise to permit employees to utilise 
their rest period in rushing to a can- 
teen and pushing or waiting in queues 
to get served with whatever they want 
Much better is it to have a canteen 
attendant bring the goods round on a 
well stocked trolley. 

This is done in several concerns with 
which we are acquainted. In one works 
particularly the personnel manager is 
insistent that two canteen trolleys shall 
be ready waiting to move off instantly 


his staff come away from their ma- 
chines for the break. "We treat our 
workers," he says, "as though they 


were passengers in an important train 
that can wait only fifteen minutes at 
this station. Our buffet attendants have 
got to see that everybody who wants 





Retreshment trolleys should be an 
planned rest pauses. Employees should 
energy in their 10 or 15 minute break 
canteens and struggling for service. Ref 
be brought to them while they relax 
possible. 


ntial 





part of 
t use up vital 
by rushing to 
hments shouid 
completely as 
The trolley service should be aple and quick, 
those rest pauses are of great importance and everything 
Should be done to increase their beneficial effect. 





Walking is unprofitable work, it wastes 


time, uses up energy. In these days of 

depleted staffs too much walking is done 

by the higher paid employees. Document 

conveyors do the job quicker, cheaper and 

without fatigue, 24 hours a day ij 
necessary 


service is fully provided, without their 
having to worry.” 

Another well known firm, as has al- 
ready been mentioned in this paper, 
provides every employee with a special 
reclining chair (like a deck chair) made 
by the works carpenters. These chairs 
give an almost prone position near the 
floor. During rest pauses every em- 
ployee must recline in his or her chair. 
The position is designed to give the 
maximum relaxation. Here again 

. 


canteen trolleys and a free milk 
distribution is available. 

In good weather employees are urged 
to take their chairs into the open air. 
This cannot of course be done after 
dark in the blackout but workers are 
then urged at least to get as far away 
as possible from their machines. 


FATIGUE-LESS BENCH 
HEIGHTS 


Besides rest pauses many other 
things can be done to help prevent 
fatigue. For example, in the same 
factory that has the low-position 
reclining chairs just referred to, the 
adjustment of bench heights to the 
stature of individuals using them is 
given close attention. The bench height 
that gives the most convenient position, 
with the least fatigue, to an employee 
5 ft. 10 in. tall has been accurately 
worked out. With this as a standard 
every employee short of this height is 
provided with a wooden platform on 
which to stand at his work. This 
platform raises him to exactly the right 
working height. These platforms are 
‘made to measure’ for each individual 
and each platform has the man’s name 
stencilled on it. 

The stock joke-question at this 
concern is, of course, do they dig a hole 
in the ground for the over five-foot- 
tenners. No, they don’t. The works 
manager has said that employees taken 
on who are sufficiently over this height 
to make any difference are very few. 

'Spoon-feed' the worker is a wise 
and effective slogan. This must in 
fact be done if every expedient is to 
be used to minimise his fatigue. There 
is endless scope for the works manager 
and other executives to exercise their 
ingenuity to this urgently needed end. 


REDUCE LIFTING AND 
CARRYING 


For example, there are lifting and 
garrying devices of every sort. No 
operative should have his energy 
ennecessarily absorbed lifting or carry- 
ing heavy loads in the way of materials 
or tools. Tools can be on trolleys, 
brought to the machines and to the 
operative’s hand. The same with 
materials or finished work, there are 
lifting and carrying devices of every 
sort that will take care of these loads. 

These devices include manual and 
power operated lifting trucks; mobile, 
adjustable-height tables; overhead 
lifting tackle working in conjunction 
with runways; gravity and other types 
of conveyors, and so on. 


FORBID PETTY TYRANNY 

Another great factor in fatigue- 
avoidance has nothing whatever to do 
with equipment, it has to with 
human temperaments, and it is this: 
Let no petty tyranny be exercised by 
any executive in the organization, This 
applies to ev erybody—from a group or 


do 


“section leader up to the works manager 
himself. 

If workers who are loyally giving 
their best efforts meet with irritability 
from those it is their duty to satisfy 
their goodwill is upset and all sorts of 
troubles follow. Once the workers feel 
of a superior that "nothing you can do 
will satisfy him (or her)" then here is 
something for the management to 
investigate at once.’ 

When discontent of this kind is added 
to long hours of high pressure work the 
results can soon be serious. Experience 
has shown with unmistakable clearness 
that such a condition almost immedi- 
ately brings a decrease in output, 
falling off of quality, increase in 
accidents, complaints of petty illnesses 
and in due course actual absenteeism 
through real illnesses. 

The Medical Research Council 
(Industrial Health Research Board) in 


Pre-Winter Black-out Survey Revea 
New Sales Openings for Many Trade: 





their Report: Industrial Health in 
War, emphasise that “sympathetic and 
understanding directors, controlling 
officers and foremen čan, by their very 
presence, do an immense amount in the 
avoidance of undue fatigue." 


MUSIC: 
USE DISCRIMINATELY 


Proof now exists that music is one 
of the most effective things to offset 
boredom and conscious fatigue (see the 


article published. in Business *for 
July, page 13) end now that the 
winter months are approaching its 


cheerful -influence will be more bene- 
ficial than ever. But music must not 
be decided upon and applied in any 
haphazard manner. It involves many 
factors all of which must be carefully 
considered if the effect aimed at is to 
be achieved. 





A Market Investigation conducted 


By THOS. FRENCH & SONS LTD., Manchester 


HE following survey is one of the 

most specific pieces of market 
research relating to a war-time product 
that has been undertaken by any manu- 
facturing firm, French & Sons Ltd. are 
well known makers cf materials for 
curtains and of a famous brand of curtain 
pocket tape, hooks, rings and curtain rail 
especially suitable for blackout. 

Their investigation into blackout 
methods used in homes was made to 
discover facts that would help the more 
widespread use of better blackout 
materials and methods. In this way, 
discovering what the public want for the; 
season ahead French & Sons Ltd. 
increase trade for themselves and theire 
many retail distributors just as they or 


HIS survey was conducted during June and July, 1940, 
to examine methods of blacking out in private houses 
of all types and to test the efficiency of various materials 
A total of 2,231 families was visited 


and methods of fixing. 
in nine representative towns: 


Number [nterviex od in Each Class. 


Incomes over 
£saweck L5a week 


London 205 
Brighton 25 
Birmingham 85 
Nottingham a ach 42 
Liverpool... UM 22s 60 
Manchester 56 
Leeds xd des 50 
Middiles brough $us ES 50 


The following questions were asked referring to the five 
Lounge or Drawing Room, Dining or Living Room, 
Principal Bedroom, Second Bedroom, Kitchen. 

1. What materials do you use to black out the following 


rooms ; 


rooms? 


by g 


will, 













For instance, not all i 
are suitable for music 
this of course must 
before attempting te ins 
sort of music must also 
also must be the best ti 
broadcast it, Expert 
important points is 
production executives, 

The chief subjects 
article do not by any i 
the many things that 
relieve fatigue and 
matter really demands 
ments should use common 
exercise & generous an t 
attitude. lf it is remembered thai 
health of the body and af the mind 
every employee is the mx 
objective to aim for, then 
will not be far wrong. 
keep up and morale will rervain 




















Women Want— 


* Blackout that's more heht-rigie 
but easier to operate 


anv progressive firm would do in peace. 


time by intelligent market research. 
We give the results of the -survey 
because the facts are themselves interest- 
ing and French & Sons Ltd. generously 
assent to publication of their figures and 
reports in the hope that manufacturers in 
other trades may also gain helpful 
i tion and sales leads from the 
out. It might be suggested, for 
that ventilation equipment 
ay be interested in the need 
s housewives for “more air," 
especially in Wétchens. Similarly, makers 
of blinds, frames, curtains and all forms 
of light obscuration and window adorn- 
ment may find the data helpful.—Ed. 









makers 
expressed 


% Simpler blackout to replace 


patched-up. troublesome es» 
pedients 
* Blackout materials that give 





more cheerful effects inside 


Better, but inexpensive wavs 
to ventilate rooms, especially 





kitchens, or where cooking i 
done 























2. How do you keep this material in place so 
blackout is effective? 

3. Do vou. find this method of blac’ out quie 
convenient? Tf not, what are the objections you 
find. in practice? 

4, What kind of curtain material are vou using for 

Under blacking out the above rooms? i 

Total 5. Have you adoptedg any special method 

615 820 material to make more effectiv 

75 100 6. Is your experience having to black 

205 350 lead to any change Jo your method of 

107 149 windows? Tf so, in what way? 

100 e 250 Not every one of the hom@. questione 

105 162 above rooms, but 91.9% of Fhe total p 

150 200 available, the survey thereifre is fully 

[50 200 


For. instance, 


These Are The Blac 


The following methods 
possible means listed under the principal 
‘blankets’ covgrs all similar materi 


ut Methods Exmploved 


of blacking ont 






TE 

















“table cloths, quilt and ‘blinds’ includes rolls o uper 
or material tied. up ‘and fitted permanently. 


£5 and over Less than £5 Total 


jc 96 Fo 
Total rooms available .., 100:0 100:0 100.0 
-Rooms not blacked out 5.7 IOI e 89 
Curtains only 61.8 36.5 43.6 
Blinds 17.8 26.5 24.1 
Paper 5.0 14.7 12.3 
Shutters 5.3 5.1 5.2 
Blankets... L4 3.8 3.1 
“Plywood ... m ui " 1.0 1.6 L4 
v Linolewm ... EM a ee 6 e 8 8 
co£rames . 6. ES cu M 3 8 6 
> Paint AIC di WES tae 2 2 2 
^ Beaverboard 03 — Ol 
Portable Screen — 01 .01 


= The order noted above was markedly uniform throughout. 
“Tt was also observed that the same methods were adopted 
-for the same rooms. For example, shutters are used mostly 
fot dining rooms and least for bedrooms. Paper and card- 
board are used least in lounges and blinds are used mostly 
in: kitchens, 


Paper Most Inconvenient of All 


Assuming that curtains and blinds afford the best and 
«. most convenient form of blackout it should be observed that 
one third of the available rooms are blacked out with paper, 
blankets, etc. which have to be taken down. 

When questioned about convenience of the forms of 
blackout used of all methods only 10% of the users found 
it inconvenient, but 334% of the users of paper, etc. found 
this method inconvenient. Taking the users of each method 
separately the table below shows what proportion are 
io dissatisfied or find it inconvenient. 
£s and over Less than £5 Total 


ot, pA ez, 


7e 76 

~All methods (general average) 8.5 10.6 10.0 
x Blankets, etc. ET t 10.3 48.5 40.2 
Paper, etc. 42.4 34.3 35-4 
Shutters 16.5 14.7 15.3 
< Paint — 14.3 9.1 
oo Curtains " 2 m 5.7 7.1 6.6 
Blinds... zi quu cT VE 3.9 4.5 
Frames o = M aterial — 5.7 4.2 
Plywood . 14.3 — 2.9 
Linoleum ... — 2.9 2.0 


. On being asked why the various methods adopted were 
. considered a nuisance 50% of the users indicated the 
general nuisance of having to black out at all, but just 
over one quarter actually find their methods inefficient 
because, ‘light shows at the sides,’ ‘material tears,’ ‘pins are 
= always falling out,’ ‘expensive,’ ‘warm and airless,’ ‘have to 


7 climb. 


. The general percentage of types of materials used is 
|. given in the table below. It was found that lace, net, etc. 
5 had a definite lead in curtains for every room followed by 
“casement. cloth. 


i 96 

v Heavy, silk and ordinary casement cloth ... 30.8 

Jo Art silk, thick, heavy silk and ordinary vepp ... 2.5 

Art silk and. ordinary poplin "^ vis v i5. 

; Velvet, velour; plush, plushette, mibquette, and chenille 7.4 
cs Folkweave, woollen, angora, serg tapestry, gabardine, 

and hosiery 13.0 

Satin ‘damask, brocade, silk heSoy and thin ... 9.5 
Art silk; art silk crepe, shantung Mussore, silk and cotton 

mixture 4.0 

Cretonne, chints, cotton, gingham ieee bolton sheeting. 10.2 

Black italian, blackout ‘cloth, bla twill, linen ... 9.0 
Lace, net; muslin, madras, o ondie, voile, ninon, 

: marquisette 43.9 

Oiled silk, waterproof, rubberised, American, rexine cloth 1.5 


It was further discovered that only in 13% of the rooms 
available had anything been doge to the curtains to make 





these 33% had Ii ed cir: curtains | 
and 39% had double curtains, 25. 196 had lined their curtains. 
and also shaded their lights. 


5596 Of Women For “Brighter Blackout" 


Informants found it hard to say if the difficulties 
experienced in blacking out would. lead: tov improvements 
being made during the autumn. but opinions or intentions 
were given in respect of 5% of the rooms available. It was 
also ascertained that 5596 of the users would have brighter, 
lighter curtains in future against 20% deciding to change to 
heavier materials. and not to use lace, ete, again. Only 
6.1% said they would have blinds always and 8% said they 
would introduce an easier method of drawing curtains. 

'The Investigators were able to inspect 286 or 12.896 of 
the total households visited, of these 60 disclosed what the 
investigators considered were ineffective methods. They 
further discovered :— 

1. Curtains are preferred by housewives to any other 
method of blacking out windows. 
2. Nearly 50% of rooms in the country as a whole use 
curtain materials. 

The other half covers every method from old coats, 

paper, blankets and blinds. 

. Forty out of*every 100 housewives use make-shift 
methods of blackout, and are "fed-up" with this 
temporary way of fitting. They intend this autumn 
to do something about it. 

The investigation showed that curtains are by far the 
most popular method of blackout in 61:896 -of rooms in 
A-B class (salary £5 weekly and over) homes,.and in 36.5% 
of C class (under £5 per week) or in 43.6% of rooms of 
the country as a whole. 

Next in popularity are blinds, used in 24.196 of rooms in 
the country as a whole. Blinds include not. only spring and 
roller blinds but rolls of material, paper, etc. which are 
rolled up by hand and tied at the bottom when not in use. 

In remainder of rooms there are methods in-use which 
are either quite clearly makeshift or which involve great 
inconvenience, as they are put up each night and taken 
down in the.morning. These include. paper, plywood, 
blankets, tablecloths, old coats, quilts, portable screens and 
paint. z 


bop 





Sales Pointer—. 


y one third of the rooms in this country are 
blacked ougfby means which may be considered inefficient and 






Curtains are the most popular form of blackout because : 
(a) They effecta complete blackout. 
(b) Where lined with opaque material they do» not 
interfere with window decoration. 


(c) Where separate curtains made from blackout 
material are used in addition to decorative curtains 
they can be pushed aside during the day without 
impairing the appearance of the windows. 

(d) They close and open easily... Can be opened upon 
retiring and. quickly closed during an air raid. 
Other methods, such as blankets, movable .papers, 
shutters, frames, etc., cannot be easily taken down 
and are left up at night with serious effect upon 
the health of their users. ; 

41.8% housewives use curtains for blacking out Lounge, 
43.5%. use curtains for blacking out Dining. Room, 
47.9% dise curtains for blacking out Principal Bedroom. 
40.4% use curtains for blacking out Second. Bedroom, 
37.8% use curtains for blacking out Kitchen. 


Despite the strong case for curtains and their popularity 
it was found there are still many homes using less safe and 
effective methods. It would be in the interests of national 
health, safety and morale if all these would change over to 
curtains. A great proportion of them plan to do this in the 
autumn—if they can do it without much trouble. 


The Consumer At Last is Buying. Les 


And Retail 





Prices Are 


Still Steady 


HE change in employment during 
August was negligible, a mere 
27,000 improvement. No single trade or 
area showed more than a fractional 
change. But for the 20,000 odd new 
entrants from school the figure might 
have been a trifle higher. In fact, the 
contraction. in the wool, cotton and 
woollen industries during July remains. 
Unfortunately the proposed distribution 
of orders in the coal trade, to ease the 
position of the Scottish and Welsh 
mines whose European markets are 
gone, has not matured, 
. Outside coal and cotton, 
employment is almost complete. 
explained here more than once, 
800,000 unemployed sounds grim: but 
actually 600,000 of these are casuals, 
men and women changing their jobs, 
elderly workers waiting to be pension- 
able, and the unfit. Actually we are 
in sight of complete employment in the 
case of 14,000,000 workers. 

To-day the need is for quicker 
training of unskilled workers for arma- 
ment work, for quicker transfer from 
unessential to essential industries. The 
long range arms programme now 
planned should give many employers 
the confidence they have naturally 
Aacked hitherto as to. future orders. 


Control Makes Whole- 
sale Prices Steady 

EANTIME consumption is now 

falling faster. This rise in shop 
(money) sales by 5.6 per cent. masks a 
fall of at least 14 per cent. in volume 
due to the rise in prices. Rises of 40 per 
cent. to 53 per cent. in stocks are re- 
ported of women’s wear, faney goods, 
sports and furnishing and travel, “while 
piece. goods stocks went up by over 74 
per cent. This rise in stocks is due 
partly to dealers’ fears of further 
shortages, partly to price rises, 

Wholesale prices are still stable: the 
Economist index rose only 0.1 during 
the past fortnight. Tin and cotton, only 
raws stil uncontrolled, have fallen 
despite the heavy surplus, control keeps 
wool prices steady. U.K. Government 
has now virtual monopoly of world's 
wool clips. Steel prices are also steady 
under control. Level of world prices 
is also artificially steady despite wheat, 
wool, rubber, coffee, tea and other 
surpluses mounting. 

The threatened wheat, cotton, coffee, 
linseed and maize gluts are only clouds 
on U.S.A. and Latin America's hori- 
zons. July exports to both were at a 


however, 
As 


. 
record level, and there is ample room : 


for further expansion. Fortunately the 
U.S.A. is financing all of these sur- 
pluses to a large extent, just as the 
steady orders in advance are saving 
the rubber situation. 


Overseas Trade 
Revival Ahead 


| RAW 


THE overseas trade figures are un- | 


satisfactory. In July exports 


were down by 2.1 per cent. imports up : 


by 32.9 per cent. 


Two depressing in- ` 


fluences have been at work: one is the | 


closing of European markets, the other 


to 


the diversion of materials 
munitions. 1 
Fortunately, the worst of the mil- | 


tary supplies problem is solved, while 
cotton and wool are in good supply 
again. Better still, the cotton industry 
shows greater enterprise in tackling 
export markets than any other. The 
energy 
port Groups are an inspiration. By 
May exports had risen 20 per cent. 


| TOTAL 


and initative of the Cotton Ex- | 


The new concessions from Eire will | 
mean an extra £1,000,000 a year for | 


Lancashire mills; 


remarkable results are being achieved 


h h African- 
the Sout rican- DOMESTIC 


marfet has been brilliantly attacked; | 


| EXPORTS 


in India, Australia, and New Zealand. | 


the 
hile there is no serious 
inflation, the omens 





evidence of 
ainsatisfactory, The Government makes 


fundamental | 


. REGISTERED 


are | 


no effort to control general wages | 
levels; indeed the agreement with the | 


railways now proves to be a perfect 


example of the fatal "costs plus" 
system that raises wages, therefore . 


prices and therefore again" wages. 


try of Food understands its job. But 
of what use is it to fix the prices of 


a few necessities, while the whole range | 


of goods is subjected to inflation from 
its transport costs and wages. 


During the past month production | 
has suffered to some extent from the | 
: WHOLESALE 

tion facilities both in London and the : i 1 
however, | 


damage done to transport and produc- 
provinces. On the whole, 


serious delays have been surprisingly 
few. Every executive now 


is doing a vital service. 


devising : 
means for keeping his own business | 
running to the utmost capacity pssible, | 


On the other hand a firm hand is COST OF 


being Kept on retail prices. The Minis- 





















RETAIL 
SALES 


1937 = 100 


MATERIAL 
IMPORTS 


Thousands £s 


IMPORTS 


Thousands £s 


TOTAL 


Thousands £/s 


UN- 
EMPLOYED 


Thousands 


LIVING 


PRIC 


1930 = 190 





Good Layout PLUS Staff Comfort Plans Will | 


Ensure High Output Level at this New Factory 


of W. A. SMITH & Co. Ltd., Overall Manufrs., Dagenbam 


PENED a few weeks ago, this is 

one of the most up-to-date clothing 
factories in the country. Besides a 
ground floor lay-out for non-stop flow 
production the following points for 
staff. welfare are notable :— 


WET CLOTHING DANGER 

Palis ER radadele 

 BANISHED 

Lcd duc 

FROTH male and female staffs’ cloak- 
rooms are fitted with special 

heating apparatus running along the 

bases of clothes hangers, This is for 

drying wet clothing after rain. 

From the staff health point of view 
his matter is extremely important. For 
workers to sit in damp  clothing— 
especially footwear—is to court illness. 
This special heating arrangement (run 
off the main steam pipes) enables 
employees to dry wet clothes while they 
wear a warm dry change which they 





can keep on the premises for the 
purpose. Hats, overcoats and outer 


elothing also dry during the work 
“period, 


HE canteen provides full-menu 
meals at specially reduced prices 
(in many cases below actual cost) 
through company's policy of 





the 


' granting a subsidy for this purpose. | 


The management takes the right view 
that good work is not possible without 
good feeding. With winter approaching 
this factor, too, is of the greatest 
importance. 


FLAT FOR CARETAKER 


TpMIE building contains an ideal flat : 

2 bedrooms, kitchen, dining room 
and bathroom. This is for the resident 
caretaker—the company report a record 
list of applicants for the job! 









"DAYLIGHT' FOR NIGHT 
"HE lighting system. thrá 

^ "factory is by the new ! 
cent tube units which giv 


ughout the 
ft. fluores- 
an almost 


exact reproduction of dayMeht.. Tt is 
claimed that this is the firs&factory in 
this country, in which | uorescent 


lighting i$'installed. With tkhs lighting 
it is expected that there will be no 
apparent difference in output4volume or 
work-quality whether work $ procecd- 
ing in day or night-time hos. 






RADIANT HEAT GIVES 
MOST EVEN TEMPERATURES 


EATING is supplied from the main 
boiler room, not via ordinary type 
radiators but by unit heaters located 


in the roof supports. This method 
provides the special advantages of 
radiant heating (see Business last 


month; page 12) which gives the best 
distribution of heat and circulation of 
air by convection, 


MUSIC TO AID WORK 
AND REDUCE FATIGUE 


que entire factory is wired for 
- broadcast "music while they work.” 
This is an important influence in 
combating fatigue and monotony in 
work, especially during the winter (see 
BusisEss, July, page 13). The broad- 
cast system also has a microphone in 
circuit for the announcement of news 
or instructions, for the ‘paging’ of 
executives or any other purpose that 
needs announcement-by-veice. 











Takes Care of The 
Early Arrivals 


HEN © factories are 
areas other than 
trial cities it is often cessary for 
workers to come in specific traits 
Or. busses that run at comparatively 
widely spaced intervals. Thus, in order 
to be on the spot when the factory 
doors open at 8 a.m. many workers 
have to come in by trains that arrive 
at 7.40 and have to hang about for 
20 minutes. 

At a welf known radio and electrical 
factory outside London the canteen 
now opens at 7.15 a.m. Instead of wait- 
ing about. outside early arrivals are 
therefore. able to come in, sit down in 
comfort to read their papers, knit and 
have hot tea, coffee or cocoa and light 
refreshments if they want it. 

Great appreciation of this arrange- 
ment has been expresses by the staff. 
But this coming winter it will be an 
even greater boon. The company. is 
in fact arranging, as from the end of 
October, to have breakfasts available 
for those employees who would like to 
take advantage of such a facility. 

In many families it is necessary for 
wives or mothers to get up early to 


cated in 
ge indus- 





1 






prepare breakfast for perhaps only one 
member of the household who must 
get away before 7 a.m. This breakfast 
-at-the-factory arrangement will relieve 
this responsibility—and will benefit the 
employee because, after the meal, he 
or she will not have to risk indigestion 
by the inevitable scramble for train or 
bus. 

'This early morning comfort will also 
encourage prompt arrivals at work. 





Women Raise Ma- 
chine Shop Efficiency 


Fee 25 years, says the director of 
a famous engineering concern, 
women, except as occasional visitors, 
have never penetrated to our machine 
shops. Today, they are on the power 
presses, drills, taps, and so oh-—and 
doing excellently, too. Moreover, in 
their bright overalls they have so 
livened up the place that we decided 
to go still further in this direction by 
having every machine in the place 
dressed up in brand new paint of an 
attractive shade of dove grey. 

At the time we thought no more of 
this idea than that it would make the 
place more cheerful and attractive to 
the women. But we have since dis- 
covered other advantages. The light 
colour has enormously increased the 
effectiveness of our artificial lighting 
and has therefore made work easier. 
It has also stimulated the urge to 
cleanliness. Our plant of course was 
never dirty to the extent of inefficiency 
but we have to confess that is was 
never as sparkling and ship-shape as 
it is being kept today. And greater 
cleanliness leads to still higher efi- 
ciency, less waste, better maintenance 
and less spoilage. 








Only Small Change 
But Big Saving 


ESPITE the drastic paper ration- 

ing some firms find they cannot 
conveniently reduce very much the size 
of forms such as invoices. One firm, 
for example, formerly using invoices 
measuring 10 by 8 inches has reduced 
this size to 8d by 63 inches, not a great 
modification but by so doing six forms 
instead of four can be cut from a 
Large Post sheet. This means fifty 
per cent. more forms from the same 
quantity of paper. 





Despite Depleted Staffs . . . 


Office Management Now Must Carry 
Still More Urgent Responsibilities 


MERGENCIES teach drastic 
lessons: we learn more by being 
"up against it" than by any other 


means, The last war proved this; the 
present one is adding further confir- 
mation, 

Office equipment as we know it today 
received its great impetus from about 
1917 to the nineteen—twenties. During 
that time there became established the 


fact that the office was the business: that 
planning, control and service was created 
and maintained in the office so that pro- 
duction in the factory could proceed to 
the schedules devised and at the profit 
margins determined. Developments in 
office equipment and technique permitted 
business to be built, as distinct from the 
old practice of following what was hoped 
to be business. 

Today, with an even more intense war 
on hand the role of office equipment is 
azain being forcibly demonstrated. The 
violent upheaval of conditions and the 
shortage of experienced staffs is com- 
pelling this demonstration. The resultant 
state of things is throwing much heavier 
responsibilities on the office manager. 

When things are easy and every busi- 
ness and industrial factor lies snug and 
undisturbed in its accustomed place tlie 
reasonably well balanced business rolls 
along with a pretty steady momentum. 
It can, in fact, (and too often does) carry 
quite an amount of deadweight without 
serious or even noticeable consequence. 
If some executive or worker is not a 
hundred per cent. up to his or her job; 
or if some methods of working are not 
as efücient as they might be no alarming 
symptoms appear and no great difficulties 
arise 


Why The Responsibility Is Much 
Greater Today 


On tke other hand, when business and 
industrial factors are thrown completely 
out of balance, are threatened with all 
sorts of new menaces and the services of 
experienced employees are curtailed then 
serious problems do indeed arise. 

Since the heart of a business is the 
office it is on the office that the heaviest 
responsibilities for these problems devolve, 

To carry on with work—whether direct 
war work or the equally important export 
or home trade—management must have 
its facts. And because many of these 
facts now differ so sharply from custo- 
marv standards they must be more 
accurately and more quickly provided than 
ever before. If they are not, then manage- 
ments will find it impossible to plan 
properly their policies of business initi- 
ative or defence in these very difficult 
times, 

Unstable costs of raw materials, con- 
stantly revised regulations as to supplies, 
limitations of stocks, restrictions on 
sales etc., all these things must be sorted 


To meet these new needs quickly and easily modern 


equipment and methods are at hand: the Office Manager 


has simply to ORGANISE them—utilising the ample 


skilled help that is freely at his disposal 





By F. T. POULTON 


into their appropriate positions and made 
available day by day—almost hour-by- 
hour—so that policy decisions may be 
based on them. 

Th@ skilled office manager is therefore 
essential. He it is who must so organise 
his equipment and methods that these 
prompt, „accurate facts get to the right 
place at Wie right time. It is not difficult 
thereforeWo see that the office manager 
today has V very direct and quick-acting 
influence othe financial structure of the 
opaga its@@, Far more so than was 
the case in peacfitime when most factors 
were in relatively close harmony and con- 
quently were more slow-acting, small 
changes exercising comparatively little 
effect on main policies. 

It is said of the great composer Elgar 
that he learnt every instrument in the 
orchestra in order to know all the pos- 
sibilities of each. This knowledge con- 
tributed to the greatness of his works. 

The modern office manager should 
follow this example. He should get to 
know equipment, every sort of equipment 
designed for the office today. 











Factory-Precision Is As Necess- 
ary in The Office 

The office is an extremely sensitive 

organizational *entre, It is unfortunate 

that there are still some places of busi- 


ness wherein this fact is not fully 
realised, But a fact it is, the same preci- 
sion of control as is unhesitatingly 


practiced in the factory should be excer- 
cised in the office, 

There may be reasons why the impor- 
tance of a high order of precision and 
efficiency in office technique has not yet 


dawned upon some empl jut the 
sooner these reasons ar scovered ] 
dispelled, the better 

Office management is no different from 
any other technical function i fe—the 


trained man wins 


The Greatest Failing in Office 
Management 


One of the greatest ar ost wide 
spread faults in office ement T 
tendency to regard im equipment 





as individual 








and separi of 
machinery instead, as the trained office 
manager will do, of regarding € whole 
office function in its relationship to the 
structure of the business as a complete 
organization 
To "put in" this or that mak f 
accounting machine; to “instal” a high- 


speed visible record system at this or that 















point; to "try" a franking machine in 
the postal department i not office 
management at all. It is precisely the 
opposite. 

Haphagard applications of this sort 
have, in pany cases in the past, brought 
discredit even the finest ern equip 
ment. In W&ct, as the real executive will 
readily undrstand, the more entific and 
capable thi equipment 
appointing-Wbor even disorga: 
the resultsfof its haphazard and specu 
lative use, 

For exdimple, what 


accounting 
speeded u 


department 
by machin 


section wien archaic thods in 
sections mgative this advanta 

What We the ultra-rapid visible card 
index system for, say 
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customer control if the rest of the 
accounting system is not so geared up to 
interlink and to provide the financial data 
fast enough and in sufficient detail? 

How can the postal franking machine 
and the letter-sealer speed up the out- 
going mail if unstudied routine in the 
rest of the organization prevents the 
mailings from properly flowing through 
to the postal dispatch department where 
the modern equipment is ready waiting 
to deal with it? 

Dictating machines are enormous time- 
savers, but their modern advantages are 
seriously offset if the transcribing is not 
organized to keep pace and in tune with 
all requirements of the typed matter. 

High-spots of modernity do not raise 
the basic standard of efficiency. On the 
contrary, big-capacity time- and labour- 
saving equipment simply becomes starved 
and unnecessarily expensive unless it is 
scientifically geared into a completely 
balanced unit for total high speed pro- 
duction. 


The Expert Help Is Avail- 
able, Free 


Naturally the best office executive is 
onè who has studied the function of the 
office in its full aspect. But even he 
who has not been trained in the 
higher principles of office administration 
need not be a victim to thesg pitfalls, 
which are sheer anachronisms. 

Other experts have already, 
his behalf and are willing 


so 














orked on 
ay to put 


their specialised experience fAt his dis- 
posal—and without cost. 

These experts are the r@earch men 
specially retained by all the l&&ding manu- 
facturers and suppliers ofWthe most 


True, th@e experts 
ias in the 
the firms 
he reput- 
ales pres- 
have the 
lems as 


modern equipment, 
may be influenced by some 
direction of products made b 
thev represent. Nevertheless, 
able firms excercise no undue 
sure in their advice. Their me 
qualifications to study office p 





é- 


a whole, and not as mere chances to sell 
isolated machines, 

No one knows better than the manu- 
facturer of scientific equipment how 
dangerous such a policy is, It is these 
manufacturers, in fact who have suffered 


most in the past from any discredit 
brought upon good equipment by this 
very thing. 

Office executives, therefore, can have 
every confidence in the recommendations 


of these experts who, after all, are as 
dependent upon the subsequent successful 
functioning of the advice and equi@ment 
which they provide as are the business 
executives who invest in it, 


Don't Be Deluded By 
Old Fallacy 


‘his 






A widespread feeling stil @xists among 
office managers that to the genuitte 
advice of the manufacturers’ experts, or 


of any other outside adviser, such as a 
LJ 





adversely 
eyes of 


reflects 
the 


consultant, 
reputation in 


competent 
on one's 
employers. 

This idea is a complete fallacy and is 
an obstacle to many fine improvements 
that otherwise could easily be made, 

However comprehensive an academic 
training he may have had and how- 
ever wide his practical experience no office 
executive can be a complete authority in 
all the fields of office equipment. True, 
he is urged to know equipment, but by 
this good general knowledge he will be 
sufficiently enlightened to realise the 
enormous scope of modern equipment 
and methods and will consequently be 
the more inclined to seek collaboration 
with the acknowledged experts in each 
field. 


Progressive Management Will 
Commend This Attitude 


A progressive management will under- 
stand this and, in contrast to censuring 


an executive, will commend him for 
invoking to company's benefit all the 
brains and ideas he can get at his 
disposal, 


"No lawyer knows the whole law; the 
most successful practitioner is he who 
most surely knows where to find it.” 
That was what a famous judge said of 
his own profession. “It was a complete 
support of the policy of acknowledging 
the other experts and of utilising them. 

The office manager can safely follow 
that example. He himself should attain 
the highest possible personal efficiency in 
his sphere and thereafter he should be 
progressive enough and broad minded 
enough to invoke the aid of the wealth 
of talent that is always around him 

The directors of business today need 
more than ever to be supported by facts. 
Hour by hour they want facts or they 


cannot make decisions in these most 
unsettled times. If properly organized 
—and only if properly organized—the 


office can produce these facts, in complete 
detail, and to time. To organize for 
this vital function is the job of the Office 
Manager. The Office Manager is there- 
fore indeed the king-pin of business to- 
day, But in this important role there are 
Scores of experts to help him, If he is a 
wise man he will seek this help. 





Office Scratch Pads 


from 
Paper Trimmings 


T? design business forms (or other 

paper matter to be duplicated or 
printed) of a size so that cut-offs are 
reduced to a minimum is of course the 
ideal. But where substantial trimming 
is unavoidable use the cut-offs for office 
scratch-pads. Take a piece of card- 
board the size of the pad required, glue 
a sheet of paper to one end of it 
allowing about 3 inches overlap. Take 
the cut-offs which you intend to use 
for a pad and knock them up squarely. 
Glue the overlapping paper and place 
the "off-cuts" on the cardboard, then 
turn the glued flap over so that it holds 
the top edges of the paper. This is a 
suggestion issued by D. Gestetner Ltd. 
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AMBIDEX EQUIPMENT CO, 
Keynsham Avenue, Woodford Green. 

AMBIDEX SORTERS for sorting 
original documents such has Letters, 
Invoices and Copies, Job Cards, Costing 
Slips, etc., prior to Filing, Mailing, Ledger 
Posting, Analysis, etc. 

Fifty per cent. faster sorting is achieved 
by the elimination of the waste effort 
entailed in the pile or  pigeon-hole 
methods, and the sorting is practically 


13 





The Desk Model Sorter for dealing with 
up to 1,000 papers 


finished in one handling of the papers. 

There is a wide range of sizes and types 
available, and almost every individual need 
can be met, either in regard to the number 
of papers to be dealt with, the size of 
papers, and the kind of sorting—Alpha- 
betical, Numerical, Territorial, or to, 
Special Headings, 

Desk Model Ambidex Sorters having 
from 25 to 150 divisions are supplied for 
dealing with from 100 to 1,000 papers. For 
bulkier papers, or greater volumes of 
papers, or where more than 150 divisions 
are required, Stand Model Ambidex 
Sorters in various sizes up to 1,200 
divisions are provided. 

See announcement on page 38. 


BLOCK and ANDERSON LTD., 30-31 
Farringdon Street, E.C.4, 

B, & A. SIMPLEX : for preparation of 
Operations Tickets, Material Requisitions, 
Progress Slips, Manufacturing Cards, 
Routing Sheets, Cost Cards, etc, from 
one Ormig master. This method eliminates 
re-writing or re-typing any information 
ccmmon to different forms and makes re- 
checking unnecessary, 

ORMIG SPIRIT DUPLICATING 
MACHINE : reproduces anything written, 
drawn or typed in as many as six colours 
at one operation. No ink, stencils or- 
gelatine required, Ideal machine for up to 
200 copies. 


SUPPLIERS 
ALPHABETICALLY 
ARRANGED 


FACIT CALCULATING MACHINE : 
new model of advanced principle; first 
machine produced on the single ten-key 
method of operation. Hand or electric, 
Is extremely rapid, has tens transmission 
throughout, is portable and silent. 

MARCHANT ELECTRIC CALCU- 
LATING MACHINE: has tens trans- 
mission throughout its full capacity—all 
sight dials in perfect alignment. Is unique 
in that carriage can be controlled by tabu- 
lating keys to any pre-selected position. 
Silent and speedy—1,350 revolutions per 
minute, Also Marchant hand calculating 
machines—capacity 9 by 9 by 18—tens 
trafismission throughout. 

VICTOR ADDING MACHINE : adds, 
subtracts and prints results. Also prints 
: als at any position during work. 
s direct subtraction. Visible 
shows work throughout progress 
ub-totals or totals can be read 
e without printing. 

VICTO DUPLEX ADDING MA- 
CHINES : elcttrically operated. Model 25 
allows several groups of figures to be 
added and individual totals obtained for 













registe 
so that 
at any s 


each group—at the same time accumu- 
lating grand total of individual group 
totals, Model 30, in addition, has two 


separate adding registers, can therefore 
be used as "two machines in one," e.g. 
adding two groups of figures (debits and 


credits—receipts and expenses,  etc.), 
obtaining two individual totals in 
operation. 

VELOPOST ENVELOPE SEALING 
MACHINE: for envelopes of mixed 


shapes, sizes and thickness in use. Special 
feature is electrically heated water for the 
sealing, Machine is electrically operated ; 
sealing speed over 100 per minute, 
LANGAPRES PORTABLE PRINT- 
ING MACHS$NE : for overprinting litera- 
ture, letter-headings, etc, Prints direct on 
to made-up boxes and cartons or practi- 
cally any surface or material, 27 models, 


THE BRANT AUTOMATIC 
CASHIER CO., LTD., 41 Furnival Street, 
E.C.4. 

WAGES MACHINES : These 


machines issue cash with a speed and 


combination 
capable. Ther: 


accuracy of which 
human brain and fingers i 


no 


are more than 500 variations in t 

method of paying wages in common u 

to-day but one or more of these machine 

can be installed without altering any 
existing arrangement Statistics 


that 90 per cent, of errors j 
in the coin-counting Also, in wag 
make-up coin counting absorbs more thas 


two-thirds of the total time taken. Thes 
cash issuing machines — automatical 
select the correct coins to any amount f 
which the key depressior made. F 
example, press one key for os. 8d. at 
automatically two — half-crowns ty 
florins, one sixpence and two pennies are 
delivered into the hand or wage el 
held at the chute. One machine will h« 
£30 to £40 of mixed silver, with a reser 
storage tray holding £70 mor ri 


sufficient for an average payroll numbe 
up to 400, Any firm that has 
100 hands to pay out at a 
one of these automati 

time, labour and error sai 

See announcement on page 5 

BURROUGHS ADDING MACHINE, 
LTD., Chesham House, 136 Regent Street, 
London, W.1. 

DESK ADDING AND BOOKKEEI 
ING MACHINES: short-cut keyboard 
makes machines easy to use, ensures sper 
and accuracy. Portable; 


efhciently oper 
ated without special training; occupy le 
space than typewriter i 
DESK ADDING MACHINES ty 
with six, seven, eight or ten colum 
capacity, wide or narrow carriage ar 





Model Book 


Des 


ing Machi 





or electric operation. On subtracting 
models "plus" motor bar automatically 
adds the amount, "minus" bar auto- 
matically subtracts. Duplex models add 


two sets of figures simultaneously. All 
models have automatic ciphers. 
DESK BOOKKEEPING MACH- 


INES: machine-posted accounts and re- 
cords for small business, All ledgers 
posted and balanced daily; correct state- 
ments promptly dispatched. Daily figure 
facts obtainable in a few minutes. 
ACCOUNTING MACHINES : for all 
bookkeeping and statistical work. Many 
styles and sizes, All ledgers posted and 


balanced daily; accuracy of posting auto- 
matically proved as made, Additions and 
automatically 


subtractions controlled ; 





Burrough's Electric Carriage Fanfold 
Machine for high speed work 


totals of postings automatically accumu- 
lated. Statements or remittance advices 
automatically prepared as by-products of 
posting operating; ready for dispatch at 
any time. Front-feed carriage enables 
detailed journal to be prepared auto- 
matically. 

MULTIPLE-TOTAL MACHINES: 
highspeed multiple total accounting; 
models designed for Public Utility Billing. 
Others for all work necessitating auto- 
matic analysis under numerous headings, 
simultaneously with posting operation, 


TYPEWRITER ACCOUNTING 


MACHINES: combine automatic fea- 
tures of electrically operated adding- 
subtracting bookkeeping machine with 


standard typewriter, Used for accounting 
work requiring description, — Collating 
front-feed carriage permits speedy, accu- 
rate alignment of several related forms. 

ALL-PURPOSE ACCOUNTING 


MACHINES: typewriter accounting 
machines, flexible, readily adaptable to 
many kinds of accounting records. 


Important features: minimum number of 
result keys; all totals and balances—debit 
or credit—computed and printed auto- 
matically by depressing a single key; 
negative balances printed red, with dis- 
tinguishing symbol; automatic pynctua- 
tion and tabulation for sterling amounts ; 
automatic subtraction; automaticdfllates. 
TYPEWRITER CALCUMATING 
MACHINES: perform any c@culation; 
print result by depression offa single 
key; combine multiplication wth addi- 
tion and subtraction; full typewiiter key- 
board; automatically accumulate Wotals. 


MULTIPLE-TOTAL TYPEWRITER 













ACCOUNTING MACHINES: -for ac- 
counting, distribution, statistical dhd tabu- 
lating work requiring full des$ription 
Complete several records at san time; 
accumulate large number of tota: tabu- 
late direct to required column thout 


stopping at intervening columns. 
NON-LISTING ADDING-CALCULA- 
TORS: key-driven; hand or electric; 6, 
7, 8, 10, 12 and 14 columns results capaci- 
ties. For all figure-work where printed 
record not required, Electric duplex 
calculator has two accumulating registers : 
(1) for individual totals or calculations (2) 
accumulating direct subtraction by use 
of a single key. Other styles include 
small desk drawer model weighing only 
71lb. measuring 114 in, by 71 in. 
ELECTRIC CARRIAGE TYPE- 
WRITERS : operated entirely from key- 


board; built-in electric motor; electric 
carriage return; electric line spacing ; 
electric shift. Wide selection of styles 


for invoices, cheques, receipts, etc. 


NEW FANFOLD MACHINES: for 
continuous invoice and other multiple 
forms without interleaved carbons. 


Carriage opens automatically; forms re- 


leased automatically; carriage returns 
automatically; carbons shift automatic- 
ally; new forms lock in place auto- 


matically; carriage closes automatically. 


CARTER-DAVIS LTD., Queen 
Elizabeth Street, London, S.E.1. 
“PRIMUS” CONTINUOUS STA- 


TIONERY : with "Primus" attachment 
and carbon pack enables stationery to be 
used with any standard typewriter. Attach- 
ment eliminates waste time in typing 
multiple records; assembling, interleaving 
and removal of forms from machine abol- 
ished. It also makes typewriter dual- 
purpose machine—typewriter one minute, 
billing machine next; removing or 
replacing attachment not necessary. 

MACHINE ACCOUNTING 
STATIONERY : fulfils requirements of 
alignment, registration, etc, for machine 
accounting. 

DAILY BALANCE SYSTEM: for 
obtaining daily proven figures without use 
of accounting machines; machine method 
applied to pen and ink; allows writing 
three records in one operation ; customer's 
statement, ledger account, daily journal. 
All entries balanced and proved rrect 
at time of posting; customers’ stagfments 
ready for mailing first of montlf Daily 
journal, written at time of pgftng to 
ledger accounts, gives detailed 1mary of 
entries; analysis of sales cz € included. 
Basic book-keeping  prindfples observed 
throughout; only application is new 
method, 

"PRIMUS" AUTOGRAPHIC REGIS- 


TER: for using continuous stationery for 










An installation by 
Constructors Ltd. 
of steel shelving 
for stores, built 
in 2 tiers with 
a mezzanine 
floor, an arrange- 
ment of special 
interest as il 
solves the pro- 
blem of more 
storage space 
where floor space 
is not available 


all types of hand-written records; open 
construction; simple to operate, 


See announcement on page 27 


CONSTRUCTORS 
Road, Birmingham. 


STEEL SHELVING AND STORAGE 
EQUIPMENT: based on "Adjusteel" 
standard components of posts, shelves, 
backs, partitions, bin» fronts and dividers, 
doors, etc, Each unit complete with four 
posts; may be disconnected without re- 
moving single shelf. Single-faced stacks 
are two or more units bolted together; 
double-faced stacks made by placing two 
units of similar width and height back to 
back; any number units in length, “Pres- 
snap" bin dividers sub-divine shelving 
space. 

STEEL CYCLE PARKS: sloping or 
horizontal parking single- or double-sided, 
fully or partly enclosed. In double-sided 
parks cycles occupy only 6in. space width. 
Unit construction principle; steel coated 
in special rust preventive, finished in grey 


LTD. Tyburn 


stoved enamel, Over 30 different types 
are available. 
STEEL CLOTHES LOCKERS: one, 


two and four-tier models; fire resisting; 
built on unit principle, can be added to 
or rearranged easily. Door frames welded 
at all joints, bottom shelves louvred, feet 
made of rubber, door pressed to channel 
section on all edges, welded for strength. 
Six-lever Cotterill locks standard fitting; 


umbrella clip and drip tray, card or 
ivorine number plate included. “Com- 
bination” lockers combine one or more 


one-tier units with two or four-tier units. 

STEEL FILING CABINETS : finished 
in stoved olive-green enamel; automatic 
locks; frictionless drawer-slides based on 
extending suspension principle; lock-com- 
pressor to each door. 

STEEL CUPBOARDS: stoved olive- 
green enamel finish; three-way locking. 
Built from standard shelving components ; 
available in wide range of sizes. 

“MERCANTILE” DESKS AND 
TABLES: washable tops of dark green 
“Conolin,” bronze binding. Drawers 
rigid-built on steel slides; sliding shelf; 
standard finish stoved olive-green enamel. 
Desk available single and double pedestal ; 

Ntypists’ tables with or without drawers. 

Company Also Makes: card idex cases, 
etationery cabinets, letter racks and trays, 
wastepaper bins, etc, 


See announcement on page 5. 





AN AIR-RAID SHEL 
FOR YOUR CASH ON PAY 


COPE-CHAT SAFETY WAGES TABLE 


PATENT NO 424,932 






For the rest of the Week—Day and Night—Protection for. | 
your vital working Documents. 





When the “ALERT " becomes the warning there is less time chiari ever to give proper protection 
to the cash on Wages day. And wages are worth protecting. Probably never on any other day 
ds there a quarter of the cash on the premises, and moreover it is so displayed as to be readily 
handled for wages. Therefore more difficult to quickly put away. 


With the Cope-Chat Safety Wages Table, your wages department — like your production 
departments—can work through the “ALERT ” confident that when the real warning ^. 
comes, it only requires a slight p&sh and ALL YOUR WAGES ARE RUN INTO THE © 
CASH SHELTER INSTANTLY. 


When wages are paid and finishetl, the taDws available for the rest of the week, night and day, for : 
all the more important working documents which, in the hurry of the moment, could be easily ` 
assembled on the table and pusMed out of harms way. 


Like all other Cope-Chat Fire Protection equipment—Fire Files, Safe Cabinets, ete, both in ^. 
standard and special sizes—which is used extensively by leading Government Departments, Banks, 
Insurance Companies as well as by discerning Commercial and Industrial users, the Safety Wages 
Table is of Double Steel Plate construction made up to the most rigid specification. 

MODELS AVAILABLE FOR MACHINE POSTED ACCOUNTS. 


Details with pleasure : 


The Copeland-Chatterson Cò. Ltd. 
Exchange House, Old aoe London, E.C. 4. 
Telephone: CITY 2284 (4 lines). 


Branches Throughout the Provinces, 








COPELAND-CHATTERSON ^ C0; 
LTD., Exchange House, Old. Change, 
London, E.C.4. 


MACHINE-POSTING :.Large variety 
of Trays and Trolleys, Binders, Speed- 
rails and other forms of equipment in all 
styles and sizes, including Fire-protection 
Files and Cabinets specially adapted to 
accounting by Machines. Ledger Cards, 
Statements and other forms to suit any 
purpose, 

Vertical. Visible Control systems for 
Mechanized Accountancy. 

VISIBLE RECORDS: Probably the 
largest range offered by any combination 
of firms. Card sizes vary from 2$ in. by 
I$ in. to 163 in, by 12 in, and there are 
several styles to suit various purposes in 
both pocket and non-pocket types. Wide 
experience and service in control methods. 

PUNCHED CARD SYSTEMS: This 
hand-operated method .of sorting and 
analysing requires no machinery or ex- 
pensive operators. It is handled entirely 
by juniors; cards can be any size and can 
be a single-copy or any part of a multi- 
copy set, The card is always a document 
or original entry, and operation of the 
system can be centralized or otherwise at 
will and used for all manner of analysis 


and statistical purposes, The system is 
low „in cost both to install and to 
maintain, 


SLIP POST : This Unit Posting method 
employs each original entry in such a 
manner that copying and its attendant 
disadvantages are dispensed with. As the 
name implies, each entry, instead of being 
made in "omnibus" form, is made on a 
Unit Slip designed to be physically trans- 
ferred, through numerous transactions in 
which it may be involved, to the final 
presentation or account. Posting speeds 
are amazing, reaching up to 1,500/2,000 
per hour per girl junior operator. Slip 
Post Umit Slips can be punched for Para- 
mount Sorting and can be arranged for 
display in Visible Record or other ac- 
counting systems and equipment, 

LOOSE LEAF: The Cope-Chat range 
of binders is comprehensive over all forms 
and sizes of Thong, Post, Section Post, 
Spring, types, This firm patented the 
original first effective Loose Leaf binder, 
some of which are still in daily use. All 
Loose Leaf needs can be met from the 
Cope-Chat Range, and the sheets, indexes 
and accessories are up to the same high 
level of the binders, 

CONTINUOUS STATIONERY : 
Interfold and Fanfold stationery, plus the 
"Fasta" Billing unit, is a fine combination 
for users of Continuous Stationery. The 
Fasta Billing unit costs only a couple of 
guineas or so and will convert any stan- 
dard typewriter into a high- -speed Billing 
Machine in less than five minutes with- 
out interfering with normal typewriter 
tunctions. 

PRINTED FORMS, ETC.: Cope-Chat 
are essentially systems printers w 
















cision machinery which prodgtes all 
manner of business forms wit perfect 
registration, alignment, perforagfon, num- 
bering, ete, either in singles oÑ in Multi- 
part sets of all sizes, 
FIRE-PROTECTION BINETS 
AND FILES: A wide rangdd many of 


which are specially designed foW use with 
Machine Accounting and Vertical Visible, 
The Company manufacture special Fire- 
Protection tunnels for their ma@thine ac- 
counting. speedrail and undertal special 
work to suit abnormal requirengnts. 

; : In'addition to th compre- 
hensive range of standard products Cope- 








Chat devise and manufacture spécial items 
in all their lines to meet special needs. 
(Their polfcy is to investigate conditions 
and make recommendations in every 
sphere of organizational activity in busi- 
ness, without obligation. 

See announcement on page 23. 


LTD, 
London, 


THE DICTAPHONE CO, 
Kingsway House, Kingsway, 
W.C.2. 

DICTAPHONE “CAMEO,” the latest 
model, much smaller and lighter than its 
predecessor the Model 12, handsome in 
its “streamlined” look of efficiency, the 
Dictaphone Dictating*"Cameo" is shorter, 
lower and much lighter than any previous 
model It is in fact so light that it can 
readily be taken on a journey. lts 
universal electric motor enables it to be 
used on any ordinary electric circuit, in 


the home, in a hotel, on the train, even 
in an aeroplane. 

New «features | embodied. in the 
Dictaphone “Cameo” include a newly- 


designed mouthpiece and hand-control, an 
automatic mercury switch, cylinder ejector 
located at the front of the machine, re- 


located and more convenient automatic 
monitor with an improved pad lock, 
improved  dictate-repeat lever and a 


completely new universal electric motor. 

'fhe Dictaphone Transcribing "Cameo" 
has the same general characteristics of 
good looks, lightness and efficiency. Its 
reproduction is such as to make the work 
of the typist easier and pleasanter than 
ever and to enable her, without strain, to 
reach a substantially higher output. 

In both models all moving parts have 
been so built into the general plan as to 
give at all times protection from dust and 
dirt. 

Dictating Dictaphones are supplied 
either for desk use or in various types of 
cabinet or stand to suit the preference of 
users, By the use of the new Desk Mount 
the Dictaphone Transcribing Cameo can 
be placed on the typist's desk instead of 
on the usual stand. In this way economy 
of floor space is effected. The Desk 
Mount is in effect a "cradle" in which 
The Dictaphone is held by 
springs which absorb —vibrati 
prevent interference with the rep 


THE DICTAPHONE 
without interfering with ordg 
the telephone, enables an aMomatic record 
to be made, when desired, of any telephone 
conversation from both ends of the line. 







Ordinary messages can be received at 
very high speed—much faster than is 
possible with shorthand, There is thus 


a big saving of time—important in long- 


distance telephoning — and since the 
recording is automatic, accuracy is 
assured, 


By the use of a microphone attachment 
the Dictaphone Telecord can be used to 
secure verbatim reports of staff meetings, 
conferences, etc. 

See announcement on page r. 


DICTOGRAPH TELEPHONES, LTD. 
(Head Office and Works), Aurelia Road, 
Croydon, Surrey. 

DICTOGRAPH EXECUTIVE OR 
MASTER STATION private intercom- 
municating telephone. Dictograph master 


station. is installed. on chief executive's 
desk; upon instrument is a row of small 
switch keys, each connected with a 


department of the business. The executive 
desiring to talk with Dept. No. 1 will 
touch key No, rÈ That will ring sub- 
station in Dept. No. 1; light on substation 





* of 








“indicates chief. executive calling. Ringing 
and light continue until person called 
attends the substation. Meanwhile, 
executive goes uninterruptedly on with his 
duties until voice of the wanted person 
comes through the loud-speaker. 

The chief executive can also ring in 
more departments at the same time, and 
all participants can hold conference with- 
out any one of them leaving his office. 
Even visitors in the chief's office can also 
take part, though if desired that visitors 
shall not hear departmental replies, 
executive can, by using ear-piece, silence 


the loud-speaker and receive replies 
privately. u 
PRIORITY AND PRIVACY : Dicto- 


graph system enables members of ali 
depts. to communicate with one another, 
but executive calls automatically get 
priority. Another useful feature is 
ability of executive to prevent interrup- 
tion. Master instrument indicates who is 
calling; if executive does not wish to be 
disturbed he can, by turning a small 
switch, cut off the caller and indicate he 
is engaged, 

STAFF LOCATION: — Dictograph 
Sound System of Staff Location through 
loudspeakers is now being widely devel- 
oped. The name or code number of a 
wanted person is announced from one of 
several points, which may be in the Chief 
Executive's room, the General Office, 
Telephone Exchange, Time Office or 
A.R.P. Control, etc. Usually one such 
point is sufficient, situated in the Tele- 
phone Exchange near the Control Equip- 
ment, as Executives can thus be called 
instantly to receive a trunk call, or can 
be given a message wherever they may 
be, without waste of time. 

MUSIC |. IN FACTORIES: The 
addition of Gramophone and Radio Units 
to the Staff Location Equipment makes 
possible the broadcast of gramophone 
records and radio programmes including 
the "Music while you work" programmes 
of the B.B.C. designed specially to 
stimulate industrial production effort. 

ARP. A combination of Dictograph 
Telephones and Sound Equipment will 
facilitate Control of Staff in Emergency, 
whether in factory or Air Raid Shelters. 
and provide entertainment to counteract 
nervous tension which is inevitable during 
and following air raids. The experience 
Dictograph personnel will gladly be 

placed at your disposal to survey your 

premises in any part of the country. 
* See announcement on page 32. 


THOMAS A. EDISON, LTD., Vernon 
House, Vernon Place, Southampton Row, 
London, W.C.. 

THE NEW DESK EDIPHONE: 
Outstanding features are its compactness 
—the space it occupies is little more than 
a box of cigars—-a Roll Back Disappearing 
Metal Cover which when shut completes 
the enclosure of the entire machine, a 
newly designed recording unit known as 


Truvox, a Safety Signal Light which 
flashes when the Shift Lever is not 
correctly. set. for dictating—a silent and 


unescapable warning. AH the other well 
known features of Edison design such as 
Keymatic Index, Eject-o-matic Mandrel 
are incorporated in this model. It is 
mounted on rollers at the back and rubber 
feet in front which, by tilting the machine 
slightly backwards, enables the machine 
to be rolled to any position on the desk 
with one hand. The machine as a whole 
presents an attractive appearance, 

See announcement on page 25. 





Qut Ediphones are easily 


coping with th 


Many organisations, faced with increase® work, sho 
war-depleted staffs, and possibly evacuation difficulties, e found the 
solution to their problems in Ediphone Voice-Writing. Think of it. 
No time-lag between asking and waiting fgr the services of a busy steno- 
grapher. Instead, instant action by “ Saying it to the Ediphone ” immedi- 
ately ideas occur to you. Memos, instructions, details, recorded as easily 
as speaking into the telephone. Letters out in 20% to 50% less time. 
And when pressure necessitates even junior typists can tackle senior jobs, 
because Ediphone transcribing is both simple and accurate. "Say it to 
the Ediphone " is fast becoming the slogan of busy offices everywhere. 
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EGRY, LTD. Warple Way, Action, 
London, W.3. 

"SPEED-FEED" ATTACHMENT: for 
typewriter introduces the benefits of con- 
tinuous stationery. It is made to fit all 
standard typewriters and snaps on easily 
for billing or other work where continu- 
ous forms can be advantageously used. 

A feature of the "Speed-Feed" is an 
automatic dual aligning-pin that engages 
punched holes at the head of each set of 
forms; alignment of all forms in the set 
being fed into the typewriter is thus con- 
trolled, ensuring automatic registration. 

“TRU-PAK” REGISTER : is virtually 
a mechanized manifold book and will 
speed up the production of routine forms 
requiring carbon copies by eliminating 
altogether the interleaving of carbon 
paper. 

The requisite sets of forms are provided 
in continuous lengths, so that at one 





The*Tru-Pak’ Auditor, a neat combination 
jf the Register and a special steel cash 
till 


writing and one turn of the operating 
handle the written set is discharged from 
the Register and a fresh set is brought 
into position, ready for use without 
handling the stationery. 

One or more complete copies of the 
issued set of forms is retained under lock 
and key in the Register as a master 
control copy, thus providing protection 
over all transactions entered on the 
machine. 

This Register, and other types of Egry 
Registers, can be mounted on a steel Cash 
Till, which operates automatically and 
delivers a receipt, This combination gives 
complete control over petty cash or is 
suitable for the retail trader. 


“HANDIPAK” REGISTER : embodies 
the basic advantages of the “Tru-Pak” 
Register in a convenient portable form. 

The great advantage is that it can thus 
be easily carried from job to job in office, 
warehouse or factory. 

COM-PAK MANIFOLDER, for the 
simple purpose of producing an original 
written form and up to 5 carbon copies. 
One turn of the handle delivers all the 
forms in the set for distribution to 
departments. 


COM-PAK RECORD, similZr to the 
Manifolder but retains one copylibf written 
form within locked compart 

COM-PAK SUMMARY: 
Com-Pak Record, which retai 
copy of the issued forms, th 
tains a dissected analysis or 
certain selected items only. 
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ummary of 


See announcements on Front cover and 
page 6. 


EVERTAUT, LTD. W Road, 
Perry Barr, Birmingham, 22. 

SCIENTIFIC OFFICE STURE 
SEATING: a wide range o County 


Class Chairs for typists, clerks and office 
workers, e These models all have com- 
plete adjustment of seats and back-rests 
to accommodate various types of figures, 
and are available in a choice of finishes. 

Draughtsmens' stools and telephonists' 
chairs gifing correct spinal support. 

CHAIRS FOR OFFICE EXECU- 
TIVES: the ‘Chairman’ model BTS68. 
Sturdy-build and comfortable proportions 
of this chair command attention to the 
practicable mind. The 'Chairman' re- 
volves without alteration of seat height 
and comfortable tilting movement is 
obtained without resgurce to noisy springs, 
action being stabilized by silent rubber 
torque unit, Adjustment for height and 
tension also provided. 

Two more models for Executive use are 
BTS66 and BS62. Both built on similar 
but somewhat larger base than County 
Class Range. 

EVERTAUT STEEL WORKS SEAT- 
ING: basic idea at the root of all Ever- 
taut Works Seats is the elimination of 
fatigue in modern industry, A slumped 
sitting position can cause countless little 
irritations which result in fatigue and in- 
attenton to work, A correct sitting posi- 
tion is a first aid to efficiency. 

Stools and Chairs to suit every class of 





work and every style of worker are 
included in the Evertaut series. 
STEEL | EQUIPMENT: adjustable 


Steel Shelving for Office and Works’ use. 
Shelving is manufactured in two types; 
light type for offices and the lighter 
materials to be stored in the works; the 
heavy for purely works’ use. Drawers or 
dividers can be fitted to shelving as 
required. Made in standard sizes and can 
be easily dismantled or moved. 


STEEL CLOTHES LOCKERS FOR 


OFFICES AND WORKS: -specially 
durable for rough usage as they embody 
doors with special stiffening channels 


which prevent “whip.” Fitted with slam- 
pattern lock and two keys, all locks being 
made to differ, Doors are “louvred® for 
ventilation and fit flush with outside walls 
of the locker, making it impossible for 
them to be levered open. 
Other items of Steel Equip, 
clude steel waste-paper recepty 
and coat-stands, correspond 
transfer-boxes, etc. 
See announcement on 
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FANFOLD, LTD., 
Road, London, N.W.2, 

FANFOLD TABULINER : one of the 
latest products of this company, That 
continuous stationery has greatly speeded 
up all forms of progressive typing is an 
accepted fact, and especially has it still 
further increased the scope of certain 
types of machines such as high-capacity 
tabulators. 

The Tabuliner, however, has now been 
introduced to control the continuous 
forms. It is a simple device which accu- 
rately aligns the forms, by means of only 
two aligning holes, and feeds them auto- 
matically through the tabulating machine. 
It requires no alteration to the machines 
or platens—does not intesfere with the 
use of cut forms when occasion requires— 
and may be attached or removed quickly. 
It will control and align any number of 
copies which the tabulating machine itself 
will handle. 

As the device is geared to the tabu- 
lating machine platen, the action is 
entirely synchronized—with no creeping 
of forms or tearing of aligning holes. The 
two aligning holes in the top of each set 


North Circular 
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of forms are all that are needed, there is 
no need for punch holes along the edges 
of forms or carbons, 
SIMPLI-RITE: means just 
says; it refers to a neat-looking Manifold 
Register using Fanfold forms. Carbons 
are retained in a locked compartment. 
Also other types of Registers, including— 
THE CASHIER, in which is incorpor- 
ated a compartmented cash-till, All these 
Registers are of very fine appearance. 


what it 





The Fanfold Conformilator 


CARBON SNAP-OUT FORMS: multi- 
carbon business forms with inexpensive 
carbon paper already interleaved, supplied 
in sets with carbons and forms secured at 
stub. After typing, the forms are snapped 
apart—carbons remain affixed to stub 
forms loose. Forms which require addi- 
tions may be left with carbons affixed for 
subsequent typing. 

SPEEDFORMS : specially devised for 
use on standard typewriters and account- 
ing machines. Used with Fanfold Speed- 
o-form Attachment (which can be put on 
and off the machine in 5 seconds) the user 
has the economy of continuous-form typing 
without the purchase of expensive equip- 
ment, Claim is that an operator can give 
50 per cent, more output with less fatigue 
with Speed-o-form, 


SPEEDOFILE: claimed as the most 
rapid loose-leaf binder. 

See announcement on page 2. 

GLEDHILL - BROOK TIME RE- 
CORDERS LTD, Empire Works, 
Huddersfield, 
. TIME-RECORDERS : for use in office, 
factory, warehouse, shop, ctc. Many 


models available; feature is "the Clipper” 
mechanism, designed for costing and 
time-keeping ; device clips piece from card 
each time the card is inserted for time- 
recording; clip allows card to drop step 
lower at next registration. Clipper model 
used for (a) time-recording; (b) job- 
costing; (c) both, (d) recording time 
machine run and idle hours. 
SYNCHRONOUS MOTOR-DRIVEN 
MODELS: fitted with G.B. synchronous 
motor-drive; enables recorder to be 
plugged into electric supply; no master 
clock needed to give power-impulse, 
. DESK AUTOGRAPHS RECORDER : 
is special model for salaried staffs ; 
signature machine, 
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UNITS OF WORK 








The PRIMUS attachment, as 
_ supplied by us, fits any type- 














writer and facilitates the 
smooth flow of continuous 
forms. It allows the 
machine at a moment's 
notice to be used for either 
billing or ordinary corres- 


pondence work. 
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The PRIMUS Autographic 
Register is designed to simplify 
the work of writing documents by 

i hand. itis so constructed as to allow a 
number of duplicates to be made at one writing and at the same 


time automatically retains a check-duplicate under lock and key. 
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^ UNIVERSAL © PORTABLE © RE- 


CORDER: replaces time-stamps, func- 
tions as time-recorder; registers time on 
sheet or card, any size, by depressing table 
on which document rests; can be used for 
timing receipt, despatch of letters, etc. 
Start and finish of jobs or straight- 
forward. time-recording. Various other 
models also available. 
See announcement on page 39. 


HUNTER-PENROSE, LTD, 109 Far- 
ringdon Road, E.C.1, 

PAPER BALING PRESSES : You get 
more money from baled waste paper. 
Moreover, up to 5 sacks of paper can be 
compressed into a single bale of 110—200 
bs. 

Two models of H.P. ‘New Series’ 
presses available, one of hard-wood and 
steel, the other all-steel, Both can be hand 
operated by unskilled labour. Both com- 
press 5 sacks of waste paper into a single 
bale. 

Smaller capacity (3 sacks into 1 bale) 
‘Compactum’ model, can be operated by 
a boy. This is an extremely popular press 
for the average business. 

PAPER SHAVING MACHINE AND 
DOCUMENT DESTRUCTOR, a motor- 
operated paper shredder which will con- 
vert waste paper, card, etc, into valuable 
packing material All important papers 
are rendered absolutely ‘safe’ and useless 
except for packing or repulping. Old 


4 





confidential documents as well as ordinary 
waste can thus be utilised. 
See announcement on page 30. 





IMPERIAL TYPEWRITER CO., LTD., 
East Park Road, Leicester. 
TYPEWRITER, "QUIET" MODEL 


NO, ss.is latest development in Imperial 


range. In “addition to réar-silence in: 
operation the. machine is adjustable. as to 
touch. "Thumb screw on tension plate 
enables operator to adjust to his or her 
exact liking. New bail bar prevents. any 
marking of carbon copies by the feed- 
rollers. „The paper table tilts forward, 
making far easier the adjustment of mar- 
gins and access to tabulator stops. Ribbon 
spools are dust-proof with hinged tops. 
Keyboard is non-glare. Colour change, 
with 2-colour ribbon, is faster and more 
positive. Five carriages, from 12 in. 
standard to 26 in. in width are available. 
See announcement on page 33. 
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INTERNATIONAL COIN COUNT- 
ING MACHINE CO., LTD., College Rd., 
Cheshunt, Herts.; Showroom and Service, 
133-41 Rosebery Avenue, E.C.1. 

H3 COIN- OR TOKEN-COUNTING 
machine, electrically operated, counts and 
records on the indicator. Automatically 
stops when required number of coins have 
been counted, Experienced operator can 
fill 350 bags of 60 pennies each in one 
hour, or make a continuous count oí 
60,000 coins an hour, 

Hs COUNTER: similar to above but 
with spinning gear for packeting coins 
into rolls. 

TYPE. Js H3 
operated. 

TYPE JW: Similar to Type J but is 
for counting 2s, 6d., 2$, 1s, 3d, 1d., and 
id, It stops automatically at £5 silver 
and ss. copper. This machine is particu- 


similar to but hand- 


Among other details 
the dust-proof hinged 
tops of the wbbon 
spools are shown in 
this view of Imperials 
“Quiet” model 55 


larly valuable in wages’ depts. 

Ki to Kg COIN SORTERS operate up 
to a sorting speed of £3,500-£4,000 per 
hour. 


“RAPID? ENVELOPE. OPENER: 
for the mailroom, electrically operated 
Type E3 has capacity of 1,000 letters per 
mindte. Hand-operated Es has a speed 
of soo per minute, 
"RAPID" ENVELOPE | SEALING 
MACHINE: electrically operated, speed 
up to 20,000 envelopes per hour, Will 
take envelopes of all thicknesses and sizes. 
See announcement on page 33. 


INTERNATIONAL TIME RECORD- 
ING CO, LTD. Beavor Lane, Hammer- 
smith, W.6. 

SUPERELECTRIC TIME RE- 
CORDER :introduced at the beginning of 
the war, is proving popular because of— 

r. Speed of registration: no printing 
lever or hammer to press: record is 
made instantly on insertion of card. 

2. Accuracy and clearness of record: 
always in correct positions on card. 

3. Streamlined appearance: no pro- 
jections anywhere. 

4. Record on front of card. 

5. Effective  direct-read indication: 
not the usual clock dial impression. 

6. Electrical control of all operations, 
including time indication, time record- 
ing, and time signalling. (no winding or 
regulating). 

7. Automatic operation of 2-colour 
device (blue for regulat time, red for 
lost and overtime). 

R. Efficiency of IN and OUT 
positioning, day to day alignment, and 
colour changes (these can all operate 
now at minute intervals). 
INTERNATIONAL TRIGGER- 

PRINT JOB TIME RECORDER: 
Incorporates features of the International 
Electric Model EMC 1008 Job Time 
Recorder but eliminates necessity for 
handling any printing lever, record of the 
time of commencing and finishing jobs 
being made immediately on insertion of 
card—any number of records being pos- 
sible on one card. 

INTERNATIONAL HEKTO- 
WRITER: used in conjunction with 
liquid duplicating machines results in not 
only clearer and cleaner work, but also 
in such saving cost of carbon paper 
that this feature alone more than pays 
for the equipment within a few months. 


INTERNATIONAL ELECTRIC 
BILLING MACHINE: enables fullest 


advantages to be got out of continuous 
stationery, As many as 20 carbon copies 
of an invoice, works instruction sheet, or 
similar forms, can be obtained with (it is 
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wusic SPEEDS PRODUCTION 


. RELIBVES. MONOTONY * BANISHES DEPRESSION + EXPELS FATIGUE 


overnment departments, supported by the B.B.C., are urging the broadcast of music in industry to 

peed up production. Already many large firms are using Dictograph Sound Installations. Information, 
emonstration, survey, estimates, or rental terms — free on request. Twenty-five years’ experience at 
our disposal. : 


SOUND INSTALLATIONS 


A test gladly arranged in your own works. 


(Dictograph Telephones Limited) 


ABBEY HOUSE, WESTMINATER, S.W.I 
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FOR MUSIC IN FACTORIES - STAFF LOCATION 
CONTROL OF STAFF DURING AIR RAIDS - MASS 
ADDRESS TO EMPLOYEES - ACCIDENT, FIRE, 


AURELIA ROAD - CROYDON BURGLAR AND SABOTAGE ALARMS - AIR RAID 
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A LACRA CONTINUOUS 


speed-up Britain's War Effort, 


The Alacra Pinwheel feed method for contin 
prevents the original and all carbon and copy sheets 













“weaving,” or buckling, thus positively ensuring 


easily fitted to all types of business machime: 
accounting and tabulating machines, teleprinters an 
machines, Without elaborate or costly mechanical « 
continuous forms, guided smoothly and unerring 
Pinwheel, entirely eliminate annoying delays 
fashioned sheet-by-sheet mathods, or by inad 
stationery systems. 







Alacra reduces record-keeping time by as m 
thus puts drive behind the obtaining of materi: 
gauges, etc., and is an invaluable control of purchz 
job progress and production generally. 





Check in the list on this page 
the forms now being used 
your works or factory. 
alow us to prove how Alacra 
can solve your record-keeping 
problems with increased dis- 
patch and less effort. 


Write or telephone to-day ! 


ALAGR 








CONTINUOUS FORMS AND REGISTRATORS 
W. H. SMITH & SON Lia. 


Business Forms Dept. : BridgepHouse, Lambeth, 5 
p g 





Strand Howse, Portu 


Head Office: W. H. SMITH & SON LTD, 
* 


a 


claimed). less effort. than a typist 


usually expends on one “copy. with ^ an 
ordinary machine. 
See announcement on page 33. 


KARDEX DIVISION, LIBRARY 
BUREAU LTD., Commonwealth House, 
1 New Oxford St, London W.C.1. 

VISIBLE RECORDS: Full range of 
equipment giving speedy operation and 
signal control to Stock Records; Pro- 
duction Planning, Progress and Control; 
Personnel Records; Accounts Follow-up, 
etc, The wartime drive for efficiency has 
greatly increased the demand for this 
type of equipment and service; the Kardex 
staff of record consultants has been 
expanded, and their advice and sug- 
gestions are available without obligation. 

THE SIGNAL COLOUR CONTROL 
feature of Kardex has been extended. 
Simple error-proof, yet efficient signalling 
plans are now available which enable 
complete control to be maintained with 
the minimum of clerical work, 

GRAPH PANELS: The range has been 
developed, especially for Production 
control War difficulties have forced 
factory managers to adopt more accurate 
methods of controlling machine loadings, 
stock, raw materials, etc, and these 
Kardex Planners have been widely applied. 
Four types are available: the Slotted 
Chart— a metal panel to which coloured 
signals and designations are clipped, 
giving a flexible graphic medium; the 
Horizontal Planner—for Machine Load- 
ings; the Vertical Planner—for controlling 








contracts and programmes; and the 
Colourgraph—a device which — projects 


bands of colour over a scale, at a glance. 
Kardex equipment includes three tvpes 
of visible record cabinet, the original 
Kardex equipment; Vertical Visible for 
machine-posted accounts; and  Linedex 
for cross-indexes, drawings index, etc. 


LIBRARY BUREAU LTD. Common- 









wealth House, 1 New Oxford Street, 
London, W.C.1. 

PROTECTION OF BUSIN 
RECORDS AGAINST FIRE: fe 


Cabinets, Safe-Files, Safe-Ledger Trays, 
Safe-Kardex, Safe-Desks. 

THE SAFE-CABINET is made in 
three  exposures—severe, medium and 
light. Severe exposure Safe-Cabinets are 
built to resist extreme fire hazards and 
to provide protection for exceptionally 
valuable records, 

No Safe-Cabinet of severe or medium 
exposure specifications has ever lost its 
contents in a fire but on countless 
Occasions in actual fires these heavily 

















insulated safes. have kept priceless business: 
documents unharmed. Heat of incredible 
temperature, impacts due to falling 
debris, drops through the floor of a 
burning building—all have failed to-impair 

















After a dual furnace test-—papers in 
Safe File drawers (left) are fully pro- 
tected-—in the steel file only ashes remain, 


the protective ability of these Safe- 
Cabinets, 
The light exposure Safe-Cabinet is 


intended chiefly for light fire hazards, 
SAFE-FILES are used for housing 
papers, correspondence or card records 

accommodated in steel removable trays. 


SAFE-LEDGER TRAYS are for 


housing and protecting ledger cards and 
are widely used where accounts are 
mechanically posted. The Safe-Ledger 


Tray provides protection at the point of 
operation. 

SAFE-KARDEX is specially con- 
structed to House and protect important 
records contained in Kardex cabinets. 

SAFE-DESKS wil accommodate and 
protect card records, hand-posted ledger 
cards and other important card records. 

All the above equipment is designed 
not only to give that vital protection 
against fire—but to give it as nearly as 








possible at the point of operation, Safe- 
Files, Safe-Cabinets, Safe-Ledgeg Trays, 
etc, are therefore designed to bg on-the- 


spot with the operator or user’ Besides 
giving instant protection in the case of 
sudden emergency this modern arrange- 
ment also simplifies work fy cutting down 
movements that are otherwise necessary 
when files, cabinets, etc. are 
further away from the points of work, 
With the condition of war-by-air added 





SAVE and 


BALE all your 
WASTE PAPER, 
CARD, etc. 


pw NO SACKS NEEDED * 
FLOOR SPACE SAVED * 
MINIMISES FIRE RISK * | 
3 to 5 SACKS OF WASTE | 

TO EVERY BALE 
anmannan 


about 


) 


sold, 


located € 





to the normal risks of fire it seems hardly 





necessary here to stress the need for 
businesses to safeguard their vital records 
against the most extreme ravages of incen- 
diarism and bombing which any day may 
befall with but a few minutes’ watning, 
See anouncement inside Front cover. 


THE LONDON  COMPUTATOR 


CORPORATION LIMITED, 39 Se 
James's Street, London, S.W.1. 
“SUMLOCK”  ALL-BRITISH CAL- 


CULATING MACHINE: conforms to 
standard Calculating Machine design, as 
universally accepted by Business Houses 
and Banks, and is readily operated by any 
member of the Staff who has had tuition 
on this type of Machine, . 

Outstanding feature of its construction 
is that at last there is a positive error 
control. By means of this control it is 
possible for an operator not only to know 
that she has made a mistake but, more 
important still, to know exactly where 
that mistake has occurred, 

Hitherto the use of control mechanisms 
in calculating as opposed to addition, has 
been a moot point, but with this new and 
improved design the correction of errors 
without loss of time by going over the 
work again is not only possible but a 
definite time saving factor. 

There is no doubt that the education 
of operators, generally, for many years 
passed in the necessity of a control re- 





“Sumlock” Calculating Machine has 


notable error—correction device 


lease key was sound, but not until now 
has there been a control release key which 
can be said to cover, adequately, calcu- 
lating as well as addition, 

The touch of the “Sumlock” is fatigue- 
resisting; the length of the keystrokes 
practically uniform throughout the 
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THE NEW 
SERIES No. 1 


Heavy timber 
-steel rein- 
forced for 
paper, card 
boxes and 
heavier 
materials. 
Press weight 
850 ibs. 
Makes Bale 
110-190 ibs. 


OTHE COMPACTUM 
Waste Paper 

Å makes bate iin. 
18in. X 30in. Weight 







Baler 
x 


75lbs. 7000 


THE NEW 
SERIES No. 2 


All Steel, 
double com- 
pression. for 
rags, gard, 
paper, swarte, 
ete. Makes 
paper and 
card bale 
about 200 
ibs. 


SENIORE 


HUNTER-PENROSE Ltd. 


Dept. B., 109 FARRINGDON RD., LONDON, E.C.1. 


TER minus 1661 


WARTIME PROBLEMS . . . More Work—Less St 


Under wartime conditions, evacuation diffi- 
culties, and the deletion of a high percentage of 
skilled staff for service with the forces, Business 
Houses, Banks, Insurance Companies, etc, are 
subjected to greatly increased pressure of work. 
It is therefore vitally essential that the situation be 
eased as far as possible by the adcption of mechan- 
ical devices which will save time, mental effort 
and labour. 





And in this connection we trust that you will 
pardon us if we come straight to the point, in 
putting forward the advantages of Universal Postal 
Franking Machines, which (operated by hand) can 
frank letters, circulars, postcards, parcels, etc., 
with the correct postage denomination at a speed 
of 2,000 to 3,000 an hour, in the same operation 
printing the return address or a slogan on the 
envelope. With the electrically operated models 
much higher franking speeds can be obtained. 


Each machine is its own auditor, the credit 
meter showing the balance available at each stage 
of operation. There are no stamps to buy, record 
and affix... no laborious entries in the postage 
book, no adding up and balancing of postal expen- 
diture ... the machine guarantees dead accuracy 
always. 

Leading Business Houses, Insurance Companies and Banks 
throughout the World rely on Universal Postal Frankers 
for speed, reliability, and postal efficiency. One of our 
Technical Representatives will be pleased to call upon you, 
give fullest particulars and advise the correct model for 
your requirements. 








UNIVERSAL POSTAL FRANKEI 


Showrooms : 99/101, REGENT ST., LONDON, W.1. Offices and Works: 1/7, CANONBURY ST.. LONDON, N.L Tel. £ 











Wilkes Systems Stationery 





The Essential Link in the Chain 
of Wise Management 


ÓR the past 25 years Wilkes 
Commercial Stationery has 
been eontrolling production 
and distribution over a wide field 
of industry. It has many appli- 
cations in your own business too. 
As long as costs exist, when every 
detail of material and every minute 
; : of time has to be recorded, Wilkes 
Typical specimens of Wilkes Works Order Sets printed forms will be needed, and 
will continue to earn far more than 
their very modest cost. 


In planning and progress work, in recording time and material expended, 
in accounting and statistical operations, you will find that Wilkes can print 
for you the stationery necessary for doing the job properly. Their 
experience of 25 years in the design and production of a wide ‘range of 
specialised commercial printing is at your call. : 
Wilkes fnternal Fo 


. 
Can we be of service lto you? 


JAMES WILKES LTD ^: Sic! BILSTON 


Also at LONDON 3 BIRMINGHAM : MANCHESTER i LEEDS : LEICESTER : Ete 





whole of the keyboard, that. is to say, no 
greater effort is required to depress the 
‘nine’ key than the ‘one’ key, which fact 
will be appreciated by the operator at the 
end of the day. 

The results are shown in a continuous 
panel, which ensures accurate reading of 
totals. Clearance of the “Sumlock” is the 
lightest ever devised, the total distance 
of travel of the zeroising lever is less 
than half-an-inch. 

The machine is light, compact and easily 
carried by any operator to any part of 
the office. The machine is hand-operated, 
a definite advantage in view of the pos- 
sibility of failure of the electric supply in 

' an emergency. 
See announcement on page 8, 

MOORE’S MODERN METHODS 
LTD., 12, St. Bride Street, London, E.C.4. 

LOOSE-LEAF RECORDS: Many new 
rulings, including forms rendered necess- 
ary by Official Regulations, e.g. Ration 
Registers, A.R.P. Records, Home Guards 
Records, as well as Salaries and Wages 
Books, providing for the deduction of 
Income Tax at source. "There are two 
standard rulings for Wages Books, each 
on long and short sheet principle to avoid 
frequent re-writing of names, A s"X8" 
form is also carried in stock for an 
individual record of each employee: a 
separate sheet for each employee printed 
for record of total amount to be deducted, 
weekly deductions, monthly totals, date 
paid Revenue, balance to be deducted, etc. 

MACHINE ACCOUNTING EQUIP- 
MENT: A new steel card tray of large 
capacity. This new "Super-Fleet" Tray 
provides the maximum inside working 


Bee 





The Super-Fleet Tray 


capacity within the limit of its outside 
dimensions. Tray is only 15 ins. long 
(handle extra), but 1,250 cards can be 
housed and handled therein. The simply 
operated drop front and light-weight tilt 
compressor hold the cards at the most 
convenient posting angle. After posting, 
the cards can be clamped into a solid 


vertical block. Adjustable Trolliys With 


triple ball-bearing castors are provided to 
hold. two trays. 

Other Machine Accounting Equipment 
includes "Mooresafes" of certified fire 
resistance, housing light-weigh skeleton 
drawers that run on extension arms; 
"Moorespged" Loose-leaf Binder which 
when 






opens a€«omatically placed on 
posting trand with which sheets having 
four st unbroken edges are used; 


"Fleet-rail" travelling equipment which 
brings the accounts for posting to the 
seated operator. 


M.M.M. VISIBLE STRIP INDEXES: 


give immediate reference to essential 
information regardufg Customers, Pro- 





Wall Bracket Type 


gress of ‘Orders, etc.; they are suitable for 
Ledger Indexes, Credit Indexes, Tele- 
phone Numbers, Progress Records, File 
Indexes, Price Lists, Discount Lists, etc. 
where speedier reference is desirable. 
The panels are in two styles, Loose- 
leaf and. Wall Bracket Types. Each panel 
holds roo strips, visible portion 73^ wide 
X 1" deep, 50 on each side, so that 100 
strips are at view in an open Binder. 
All panels are of metal, black crackle 
finish. Strips are stocked in 7 colours, in 
convenient form for typewriting. Pro- 
tective transparent celluloid sheets can be 
supplied to cover the side of a panel. 
The M.M.M. Strip Index Binder 
accommodates from one to ten panels. 
When the locking lever is in “shut” 
position, all panels are securely locked in 
the Binder; a panel can be instantaneously 
inserted or removed when lever is at 
“open.” ó 
A Wall Bracket will hold from one to 


ten panels, e.g. a bracket with ten panels *men; 


will accommodate 1,000 strips. 
See announcement on page 7. 





RELIANCE TELEPHONE CO,, LTD. 
39-41 Parker Street, W.C.2. l 

RELIANCE LOUD - SPEAKER 
TELEPHONES enable you to communi- 
cate with any department by merely 
throwing a key and speaking, without 
having to hold the telephone, Thus both 
hands are free to handle papers, etc. 
during conversation. 

A small indicator shows the respective 
station calling, The voice is clearly heard 
even at some distance from the telephone, 
and the sensitive transmitter enables 
conversations to be carried on whilst 
walking about the room. 

If it is undesirable that other persons 
in the room should hear the message, the 
loud speaker can be cut out by using the 
handset. 

Tlie master station has right of way, 
ie, although a sub-station be already 
engaged it will receive a visible indication 
that the master station is calling. 

All conversations to and from the 
master station are secret. "There can be 
no listening-in or overhearing. A visible 
signal is, however, received indicating 
which other party wishes to speak. 

Conferences are possible by throwing 


two or more keys 
PRIVATE | AUTOMATIC | TELE- 
$ provide a firm, 





PHONE EXCHA 
within its own organization, with complete 
24-hours a day, error-proof communic- 
ation, This is invaluable where shift-work 
or long overtime is being operated, And 
the automatic system is, of course, secret 
another vital point just now, 

LOUD-SPEAKING, NON-DIALLING 
TELEPHONES: The convenience which 
busy executives find in a private automatic 
telephone system becomes even more 
marked if loudspeaking telephones are 
installed. Whilst the handset telephone 
has many advantages it still necessitates 
the use of one hand whilst telephoning, 
introducing difficulty in arranging papers, 
writing notes, and imposing limitations on 
movement about the office. The loud- 
speaker automatic phone banishes these 
difficulties. Dialling is not necessary, a 
push-button. puts the caller in touch with 
any required department. One button also 
gives a priority line enabling the executive 
to “get through," even on a line already 
engaged. - 

SOUND REPRODUCTION EQUIP- 
MENT : for "Music While They Work," 
These systems. also enable the broad- 





casting of A.R.P. Warning.and All-clear 
signals; Mass address to staff and work- 
Fire, 


1 Time signals; 
First-aid calls, etc. 
see announcement on page 3. 


Emergency, 








DIRECT CONTAG 


With Dictograph Telephones installed the Chief 
Executive can communicate: with f&1l depart- 
ments direct— by a simple flick of a key. All 
departments can: also communicate with one 
another, but executive calls get priority auto- 
matically. Arepresentative will gladly call to dis- 
cuss possibilities, Information, demonstration, 
survey, estimates or rent<] terms—free On request. 
‘Twenty-five years’ experience at your'disposal. 


q without SWIT 


Executives Instrument 


CHBOARD | 


ui 






DICTOGRAPH TELEPHONES LIMITED 


Abbey House, Westminster 


o ABBEY 5572 (5 lines) 


Works at CROYDON and Branches at GLASGOW, BIRMINGHAM, MANCHESTER, LEEDS, NEWCASTLE, 
BRISTOL, CARDIFF AND DUBLIN. 


A.R.P. Consult Dictograph on Telephone and Sound systems for A.R.P. and Music in 
Factories 


For the modern office 
B sh Imperial Quiet Model 








|. 55— the most complete modern : E 
= typewriter, also the Standard Model 20 LEGIBLE € N C! 
.50 and complete range of special at one ‘typing 
ALWAYS PERFECT TYP 
irrespective of typist's touch. W 
e eo è 


These results are actually being obtained by 
hundreds of users of the 


International All - Electric 
Writing Machine 


below. We 










purpose and accounting machines. 


d Imperial 







Fill in your name" here and post to add 
will send details fres and without a 














Electric Writing Machines Division 
INTERNATIONAL TIME RECORDING Co. Ltd. 
112 Strand, W.C.2. TEMpie Bar 5841. 


Head Office: International Works, Beaver Lane, WG 

















The "RAPID" 
LETTER OPENING MACHIN 


With Automatic Feed. 


200 LETTERS A MINUTE. 







British Made. 


For the low price of £17 10 0 the small office can now 
enjoy the same advantages as the larger office using our 
Type E/3 Electric Model. 


INTERNATIONAL COIN COUNTING 
MACHINE CO. LTD. | 


Office & Works: 
College Road, Cheshunt. Waltham X 3364. 
Showroom & Service Dept.: 


133-141 Rosebery Avenue, London, E.C.I. 





Terminus 











THE SHANNON LTD, Shannon Cor- 
` mer, “New Malden, Surrey. 

; THE SHANNOGRAPH : New filing 
system for letters. and documents which 
makes neatness obligatory and automati- 
cally puts a cheok on misfiling Every 
folder is suspended on two rust-proofed 
steel hangers so fixed that when the folder 
is in the drawer a narrow strip is exposed 
and kept perfectly flat. 

This strip takes a label the width of 
the folder. The label, which is protected 
by a transparent sheath, takes the typed 
name and address of the correspondent or 
the name of the subject; thus exception- 
ally good visibility is provided. 

Permanent signals in colour can be 
made on the label to denote department 











credit, etc, A chart- 
eries of colour marks 
which move progressively to the right in 
aceordance with correct filing order of 
folders. If a folder is out of place the 
graph is out of step, No insert folders 
are requires d, thereby saving expense and 
increasing filing space of the drawer. 

A special frame on which folders are 
suspended is all that is required to con- 
vert any ordinary filing drawer to Shanno- 
graph. 

Another advantage of the system is that 
it can be installed d: rawer by drawer, ie. 
the stock of old folders may be worked 
off while the new Shannograph files are 
coming into use drawer by drawer, Thus, 


or subject, territory, 






ing code provides a 





Shannograph may be arranged alpha- 
betically, numerically and geographically, 
while for subject filing it offers advantages 











of arrangement never before found 
possible. 

THE SHANNOBLIC: An alternative 
method gf applying the suspended filing 
principle@pts out waste of filing time and 
ensures id identification even in the 
largest Stems, 

Special index tabs, which do not soil 


and are always easy to read, are set at 
an angle to catch the eye and can be 
positioned for easy location. Folders never 


become out of date, for labels are 
instantly removable for re-indexing, and 
special folders are  "spot-lighted" by 


additional colour signals, 

Each folder, fitted with hangers, is 
suspended on a metal frame so that 
folders hang level, eliminating all leaning 
and sagging. The resultant uniformity in 


height means complete visibility, Even 
though unequally loaded, folders do not 


ride up or slip under, and, because they 
do not rest on the bottom of the drawer, 
you may slide them backwards and for- 
wards with ease to create working space. 

Shannoblic may also be adapted to 
desk use. Folders are suspended from a 
frame which is placed in the double 
drawer, and they may be indexed for 
individual needs, This arrangement makes 
for easy org ganization of desk wonk and 
Saves executives’ time in keeping current 





papers immediately accessible and in 
order, 
SHANNON VISIBLE RECORD 


SYSTEMS offer finger-tip and at-a-glance 
control of all the facts relating to every 
phase of business, Shannon Visible Re- 
cords are available in steel tray cabinets, 


on frames, in a desk stand, revolving 
stand or wall bracket, or in portable 
books and panels, 

Compactness of the cabinets permits 


the placing of a single unit on a exe- 
cutive's desk or a thousand units in an 
office where a wide variety of recor@s is 
kept, securely, yet with any one record 
instantly traceable. 

Then there is the One-line Visible Index 
stem Conveying at a glance many 
everyday facts which are in constant 
demand, Day-to-day trends may be noted 
visibly by means of coloured signals which 
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prices led Shannon to introduce a new 

UM p S 
range of désks and tables. The "Contract 
Suite offers quality furniture at new low 





prices. 

The Shannon Limited has a complete 
range of office equipment and hlir 
supplies and offers an advisory ofice 


planning and equipment service, 
See announcement on page 6. 


W. H. SMITH 6 SON LTD., Business 
Forms Dept., Bridge House, London, S.E.1. 

“ALACRA” CONTINUOUS STA- 
TIONERY : forms for use on all makes 
of typewriters, accounting, tabulating and 
other machines. These forms are inter- 
leaved with “Alacra” one-time carbon 
sheets. Up to fifteen carbon copies can 
be obtained from one typing. The forms 
are marginally punched, the punching 
engaging in the “Alacra Pinwheel,” which 
ensures dead accurate registration of the 
work throughout. As the forms move 
around the platen, the pins recede auto- 
matically to release the form. Thus it is 
impossible for the original sheet or carbon 
copies to creep “weave” or buckle. Time 
wasted by inserting carbon sheets and 
stoppages caused by the alignment of the 
work having to be corrected are entirely 
avoided. Some users report 15 to 30 per 
cent, increased work from machines using 
“Alacra” continuous stationery, This firm 








also supplies "Alacra" registrators for 
handwritten records, 
See announcement on page 290. 
STANDARD OFFICE SUPPLIES 


CO, 9, Lovell's Court, Paternoster Row, 
London, E.C.4. 

‘WAXCRAFT CARBON PAPER: 
something notable in carbon pape rs made 
only by this firm. Basie factor is that 
the back of this carbon paper | been 






coated with a special preparation which 
gives it a glassy waxed surface. Five 





advantages, it is claimed, result from this 
new treatment— 

1, it doubles the strength of the car- 
bon paper, Waxcraft carbons do not 
“tree” or crease like ordinary carbon 
papers. 

It gives extra "body" to the paper 
and so counteracts the tendency to curl. 

3. It enables a much heavier coating 














the usual upheaval caused by changing are impossible to overlook. @ — to be placed on the front of the sheet. 
from one filing system to another is OFFICE FURNITURE: Increasing This means that each carbon lasts 
avoided. demand for office furniture at economical (Continued on page 38). 
ise M 
WẸ ; 
„The NEW non-smudge CARBON PAPER 
@ The back of the carbon paper is This means that each carbon lasts longer | 
coated with a special preparation which and gives a sharper impression to the 
gives it a glossy waxed surface. very end. 
@ !t doubles the strength of the @ Waxcraft Carbon paper has a non- à 
carbon paper. Waxcraft cagbons do not smudging surface. t will not rub off 
"tree" or crease like ordinary carbon on to your fingers, nor will the carbon 
papers, copy itself smudge, 
@ it enables a much heavier coating @ Costs no more than ordinary good 
to be placed on the front of the sheet. quality. typewriter carbon. 
FREE SAMPLES & DETAILS FROM 
STANDARD OFFICE SUPPLIES CO. 
9 Lovell's Ct. : Paternoster Row: London * E.C.4 CIT. 7211 

















clearly: how beneficial cán be any 
improvement that assists the frequently 
overtaxed human eye to perform its 
task properly. 

Consideration of the human element 
is, of course, of paramount importance 
in most attempts to speed up pro- 
duction, In this respect the chief 
objects of improving lighting efficiency 
are generally agreed to be to lessen 
strain and fatigue, to reduce the pos- 
sibility of accidents, and to decrease 
the number of spoilages. 


Making Fullest Possible Use Of 
Natural Daylight 


One of the most recently developed 
practices of scientifie lighting which 
bears upon these points and which has 
come into special prominence . on 
account of the blackout is the manner 
of mixing daylight with artificial 
light. It appears that no matter how 
effective the artificial system may be 
there is an adverse subconscious effect 
upon: workers who operate entirely 
under its influence during daylight 
Hours. l 

While it is not feasible to exclude the 
psychological value of daylight per se, 
there is every reason to believe that 
the prime requirements for welfare are 
bright or cheerful surroundings. To 
achieve this the admission of daylight 
is naturally ideal, because it is dis- 
tributed from the sky with equal 
intensity in all directions, and provides 
a large upward component everhead 
in the form of reflected light off the 
ground. In this manner light diffused 
in all directions automatically brightens 
up any object in its path. 

The proportion of daylight to 
artificial light is not important as the 
amount does not necessarily need to 
contribute measurably to the actual 
working light. To quote an example 
where removable shutters were sub- 
stituted for blackened windows after 
complaints by workpeople, the oper- 
atives troubled only to remove some of 
the shutters saying that “just a little 
daylight made all the difference.” 


‘Removable’ Blackout Can Help 
Artificial Lighting 


In this instance artificial light was 
provided for workers during the day as 
well as at night. It is suggested, there- 
fore, that where daylight can be intro- 
duced by the installation of sliding 
doorways, adjustable blinds, roof ven- 
tilators, etc, this should be done. 
Should the latter be impossible, how- 
ever, a cheerful lighting effect as well 
as one of high intensity should be 
achieved This is advocated because 
fatigue on the part of the worker in 
a permanently blacked-out building is 
probably largely induced by the know- 
ledge that daylight is present outside, 
and this fact will obviously be accen- 
tuated in situations wherever lighting 
is notably artificial. 


When blending artificial light with 
daylight the light of electric discharge 
lamps, is incidentally, found to be 
better than that supplied by tungsten 
lamps. It is also a point in favour of 
electric discharge lighting that it pos- 
sesses the advantage, from the indus- 
trial welfare point of view, tibt for a 
given amount of light the t deve- 
loped is only one third f the 
equivalent tungsten lamp installation. 
It is therefore less liable to raise the 
temperature to uncomíortable levels. 
This is important during blackout 
hours. . . 


This Factor of Older Workers 
Is Important 


Most factory executives are familiar 
with the story about old eyes and 
young, and need not be reminded that 
a large part of their skilled staff is now 
recruited from the over-military-age 
groups. The avoidance of glare in 
illumination is, of course, essential for 
this reason, and it is in this respect 
perhaps most of all that a careful 
choice must be made of electric light 
fitings. These should be chosen for 
their appropriateness of design, which 
is jusé as important as their proper dis- 
position according to the lighting plan. 

Although it is only occasionally 
necessary to design special fittings we 
might quote here an example of how 
one indirect unit devised by the G.E.C. 
for underchassis illumination gave the 
desired effect of providing a high- 
intensity of illumination above the 
heads of the workers from a source 
situated below the eye level. 


This Is What Executives Must 


e Consider Now 


Although it seems the Daylight 
Saving Act will be extended until 
November, even this amount of grace 
allows managers of night time blacked- 
out factories only a few short weeks to 
gomplete their arrangements for 
winter. Contrgllers of premises, irres- 
pective of whether they work under 
.permanently blacked-out conditions or 
not, must in any case be prepared for 
intensified hostilities, and although we 
are becoming used to air attack a 
feeling of security cannot be enjoyed 
untill all proper steps have been taken. 


Not Least Important Is The 
CHEERFULNESS 


To be ready for a new production 
drive executives will have to assist in 
counteracting the increased nervous 
tension that must be faced during the 
winter. They must ensure that the 
lighting of, their machine shops, 
assembly bays, packing rooms, offices 
and canteens, is more than just ade- 
quate. It must be planed well enough 
quate. It must be planned well enough 
good enough to conform to the new 
recommendations, and. cheerful enough 
to defeat any kind of industrial war 
of nerves. a 












STALE AIR OUT 
FRESH AIR IN 


The 
VENT-AXIA 


MECILANICAL 
BY WINDOW-FI 
TRIC ST 
AND/0J 
FROM £ü, AC 
WITHOUT 









INSTALLATIONS INCLUI 





War OFFICE 
AIR MINISTRY 
HUM, Orrice or. WORKS 
GPO, 

B.B.C, 

Austin Motor Co 
APIER & Son Lira, 





freely at 3 
whether the problem 
ventilation of a smal 
room or a large fa 










Write or phone: 


VENT-AXIA LTD. 


9 VICTORIA STREET, 
LONDON, SWL 
ABBey 5168. 
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A.R.P, WATER CONTAINERS 


24 Gauge Sheet Steel, Galvanised after 
assembling. 


Fitted carrying handles and lid, with 
4” Brass Tap. 

5 Gallons capacity. — 12/6 delivered. 
7 Gallons Gas Proof—17/6 delivered. 
CHEMICAL CLOSETS 
From 13/6 delivered, 


ALL FROM STOCK. 


“KEMCLO” Mftg. Co. 


55, Netherwood St, London N.W.6. 
MAIda Vale 1331. 












Short Staffed ? 


You need 


QUICK 
Record Keeping 





Short staffed or not, you have probably 
more records to keep than ever, A quick, 
easy method of keeping them is provided 
"by "Robin" Looseleaf Books. 


Leaves for almost any record can be sup- 
plied at short notice. Many different pat- 
terns are regularly stocked, The records 
can be kept in numerical, date, geogfaphical 
or any other order. 


Any one can be found in a few seconds. 
Dead" leaves can be removed, and new 
leaves inserted as necessary, 


Many firms have scores (some have hun- 
dreds) of "Robin" Looseleaf Books in daily 
use for records. 


Send a postcard for the latest "Robin" 
catalogue. It gives full details. 


J. W. RUDDOCK & SONS LTD., 


Looseleaf Book Manufacturers 
LINCOLN 





(Continued from page 34). 
longer and gives a sharper impression 
to the very end. 

4. Wfixcraft carbon paper has a non- 
surface, It wil not rub off 
fingers, nor will the ‘carbon 
copy itSelt smudge. 

5. The special coating on the back of 
the carbon prevents them from clinging 
to the duplicating paper. Handling a 
Waxcraft carbon is like dealing with a 
new pack of cards as compared with 
an old and sticky pack. When taking 
many copies it halves the time spent 
in removing and replacing the carbons 
in the sheets. 

See announcement on page 34. 


UNIVERSAL POSTAL FRANKERS, 
LTD., 1.7, Canonbury Street, Essex Road, 
London, N.1. 

POSTAL FRANKING MACHINES: 
in various size models from an inexpensive 
hand-operated machine to the high-speed 
machines with semi-automatic feeding, 
sealing and stacking devices. 

Even the cheapest — hand-operated 
franker is, of course, about five times as 
fast as any manual method of attaching 
stamps. But whatever capacity machine 
is used the principle oi frankin® has 
advantages in saving supervision, checking 
and the otherwise inevitable petty losses. 

“MIDGET? MODEL: provides limited 
number of postal values, generally 
between $d, and 1/-, at users option. 
Speed of operation is up to 2,500 frank- 
ings per hour. Midget is available in two 
models: (a) a two-value and (b) improved 
model with 3 or 5 denominations, front 
dial selector, and can be electrically 
operated. 

THE “JUNIOR MULTI-VALUE”: 
prints any of. 23 denominations up to 
113d, at one impression. It handles all 
sizes of envelopes, and thicknesses up to 
iin Labels can be franked for parcels. 
Speed, up to 2,500 an hour. [s available 
as hand or electric desk model Latest 
feature is a trip mechanism preventing the 
recording or printing of postage until the 
letter is fed into the rollers. With Electric 
Model speed is 5/6,000 per hour. 

THE “MULTI-VALUE”: prints alf 
denominations of postage tip to 20s. 114d. 
in one impression It is similar to 
"Iunior," but both hand and electric 
models have automatic trip Speed of 
hand machine 2/3,000 per hour; electric, 
5/6,000, 

THE ord PITNEY - BOWES 
MODEL: is electrically operated medium- 
speed machine for franking and sealing 
simultaneously or separately, It auto- 
matically feeds, separates, franks, seals 
and stacks at 125 per minute and deals 
with all dimensions up to 12in. by 8in, and 
thicknesses of fin. It operates six 
denominations of postage, and attachment 
can be fitted for franking gummed labels 
for parcels, 

Latest development is the introduction 
of the label attachment for dealing with 
bulky packets or parcels. elhis is avail- 
able with Midget, Junior, Multi-Valve and 
"ES" Models. The attachment auto- 
matically feeds from a roll of paper and 
delivers. a franked slip cut off to required 
size ready for affixing. 

UNIVERSAL ENVELOPE SEALING 
MACHINE: is electrically operated and 
has output of 125 per minute for all 
lengths of envelope up to 12 in, and will 



























INSTANT REFERENCE— 
SCIENTIFIC 
MEMORISING! 


SOMEBODY'S LIFE MAY 


DEPEND ON YOUR 
MEMORY! 

ow exactly what to do in 

i T charts 






ement 
quiekly fixes every detail in your 
memory. 
@ FIRST AID - - 9d 
Approved by the $i. — John 
Ambulance Association, 
€ HOME NURSING 1/-. 
Approved by the — St, John 
Ambulance Association. 
€ A.R.P. GAS- - 4d. 
How to recognise and treat gas 
casualties. 
The above coloured eharts should 


be in «every home, 
factory, offiee, ere. 


Post free from i—~ 
MEMORY CHARTS LTD. 


3 GREAT WINCHESTER ST, LONDON, E.C.2. 


first-aid post, 





Greenwood 








The Ambidex System 


Cuts out waste effort, 

Simplifies and organises sorting. 

Meets. individual requirements. 

Speeds ^ up Filing, Ledger 
Recording, Invoicing. 

Provides instant reference to papers. 

Saves Postage. 

Saves Stationery, 

Accelerates the flow of work throughout 
the Office. 


Write for particulars : 


AMBIDEX 


Equipment Company 


Emergency Address: 


13 Keynsham Avenue, Woodford Green, Essex 


Posting, 


INCOME TAX DEDUCTIONS 
Simple control over deductions of tax from 
employees’ wages is effected by using Wilkes 


Income Tax Summary Forms and Wilkes 
Wages Books, Economical, too, Samples 


with pleasure. 
JAMES WILKES LTD. 
Printers Serving Today's Commerce, 
Moxiey Road Works, Bilston, Staffs. 


automatically feed, separate, close and 
seal in one operation. It can take envelopes 
up to 12in. by oin. and to a thickness of 
fim, and handles both fully-paid mail and 
printed matter in the special "penny-saver" 
envelopes. 

Special attachment can be fitted for 
counting the envelopes handled or print- 
ing return address or advertising slogan. 

See announcement on page 31, 


VALOR CO., LTD., Bromford, Erding- 
ton, Birmingham, 24. 

STEEL EQUIPMENT ; files and cabi- 
nets for every office need; Executives 
and typists' desks, office tables, plan files, 
shelving, racks, waste-paper bins, clothes 
lockers, etc, 

See announcement on page 33 
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JAMES WILKES LTD, Moxley Road 
Works, Bilston. 
SYSTEMS STATIONERY : 
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4n of Electr 


A nq E Lamp: givin 
Filame asfille 
LIGHT E onden 


Advi. of SIEMENS ELECTRIC LAMPS AND SUPPLIES LIMITED, 38/39 Upper Thames Street, London, E.C. 


T those manufacturers who pro-e 
A perly understand the effect of 

efficient lighting on factory pro- 
duction it has come as no surprise that 
the Departmental Committee on light- 
ing in factories has recommended a 
new standard of intensities. 

For many other manufacturers, how- 
ever, this new pronouncement auto- 
“matically renders their lighting instal- 
lations inadequate and out of date. 
Thousands of factory executives in 
works engaged on all manner of pro- 
esses have therefore to face the pro- 
blem- of modernizing „their lighting 





? 
schemes and are urgently seeking 
guidance as to how such transfor- 


mations can be quickly and economi- 
cally carried out. 

First to consider the basis of the new 
report: The Committee has raised the 





recommended minimum of lighting 
intensity from 1 ft. candle at floor 


level to 6 ft. candles at 3ft. above the 


a 
ic Discharge) 


Higher Standards of FACTORY LIGH 
Will Aid Production, Lessen Fatigue 


. . . and may soon be demanded By L 


lighting 


^ 


* 


floor. There are some situations in 
which a lower intensity is permissible, 
but for most working areas this figure 
is the smallest permitted. 

An increase of this kind obviously 


3 Newest Lamps for Factory and Office lighting are: | 
Mercury Discharge, 2 Discharge plus Filament, 3 Flaeres- 
cent Tube. All give better light at lower cost than ordinare 


Discharge and Fluorescent lamps dq not heat the. air, ghis. 
is advantageous in the blackout 


Mixing daylight with artificial is a plan to consider 
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The business progressed | 


. but the Fire Fighting 
bilpen sup f 


In far too many factories and business 
premises where everything else is up- 
to-the-minute the Fire Fighting Equip- 
ment is still where it was thirty years 

ago. To have that fact drastically proved 
|] byafireisa great deal more expensive 
[ than modernising the Equipment. Times 
- have changed and fires have changed. Are 
| you protected against Incendiary Bombs? 
Why not talk it over with NUSWIFT? 


. THE NUSWIFT ENGINEERING CO. LTD. 
ELLAND, YORKS. 





ADEQUATE 
. VENTILATION 


UNDER 
BLACK-OUT CONDITIONS. 


Complete schemes provided by 


the proper arrangement of 
scientifically designed ventilators. 


The Greenwood-Airvac static and 
mechanical Air Extractors fand 
Cowls, Screened Fan Units, Black- 
out Louvre Panels, Gasproof 
Valve Inlets, solve a diversity of 
ventilation problems. 


GREENWOOD'S AND AIRVAC 
VENTILATING COMPANY LTD. 


Designers and Manufacturers 


_ABBEYDALE ROAD, WEMBLEY, MIDDX. 


Telephone: PERIVALE 4488 (3 lines). 





| points an 


ng 
other available - materials are used to 
the fullest advantage so as to ensure a 
minimum dislocation of production. 


Most Improvements Simple, If 
xperts do Them 










For eral lighting purposes, 
broadly ing the improvement can 
usually be carried out by an arrange- 
ment of dispersive fittings. Each 
installation, however, has its pecu- 
liarities, and for this reason scientific 
application of princsples by experienced 
engineers is necessary. 

To emphasise this point an example 
might be quoted of a situation where 
bays are relatively narrow in relation 
to their height. 

If, according to the general rule, 
dispersive reflectors are mounted at 
full height in these situations there 
is an undue wastage of light on walls 
which are often of a low reflection 
factor. The simple solution, of course, 
is to mount dispersive reflectors at a 
convenient height something less than 
the maximum possible, 

A further complication may arise in 
large bays where fittings need to be 
mounted above the cranes, when this 
procedure cannot be followed. In this 
instance it is advisable to fit concen- 
trating type reflectors. The nature of 
the light distribution will then be such 
that illumination on horizontal surfaces 
is likely to be very much greater than 
that on a vertical plane. For this 
reason it is usually desirable to com- 
bine the overhead lighting with a 
scheme of lighting from the side by 
suitably mounted angle reflectors. 


The Light-Source Is Most* 
Important 


Another major problem in planning 
lighting is the choice of a suitable 
light source. High pressure mercury 
vapour electric discharge lamps such 
for instance as Osira lamps, are idea? 
for most industrial purposes on account 
of their efficiency, which is 38—45 
lumens per watt, according to the 
wattage. The increased visual acuity 
which their use gives as compared with 
tungsten lamps is a great asset, while 
the fact that discharge lamps are al- 
most entirely deficient in red rays is a 
definite advantage in many industrial 
processes such as steel machine work. 

Fluorescent electric dischargé lamps 
which have practically the same 
efficiency as ordinary discharge lamps, 
or a combination of discharge lamps 
and tungsten lamps, will also cancel 
the tendency to create an unpleasant 
appearance of the human, face, which 
is often a point to consider in places 
where female labour is employed. 

Having touched upon the planning 
of general lighting and some consider- 
ations of suitable light source, it is 
logical to refer to local lighting. The 
need of high intensities for fine detail 
work with high accuracy has made this 


4 reasingly appl 
[t cannot. be emphasised. too 
"strongly, however, that local lighting 
must always be supplementary to 
general lighting. It must in no way 
supersede it. 

Brightness at the working level 
moreover must not be more than ten 
times that of the surroundings or a 
dangerous tendency to eyestrain caused 
by ocular adjustment will be created. 

A point worth remembering in main- 
tenance is that the type of fitting 
necessary for local lighting requires 
very frequent cleaning for preservation 
of efficiency, as it is mearly always 
installed near moving machinery. 

There has recently been marketed a 
new lamp, the Osira 5 ft. mains voltage 


See Also 


“Planned Lighting That Helps 
Raise Night Work to Daytime 
Output Level” 


Last Month’s Issue, Page 24 





fluorescent tubular lamp, which has 
many characteristics, especially those 
concerning colour value, which also 
make it worth consideration under this 
heading. 

So near to daylight is the colour of 
the light of this lamp that operatives 
have stated that they find it extremely 
pleasant to work under. Colour dis- 
crimination is very good, and fine detail 
easily distinguishable. At the same 
time, the. surface brightness is low, 
making it possible to utilise low 
mounting heights for high intensity 
local lighting. 

Because of their linear construction 
the heat radiated is dissipated over a 

e wider area than usual for a discharge 
lamp of the same wattage. This is an 
advantage specially valuable in local 
lighting, which, being situated close to 
the operative, tends to cause greater 
discomfort from heat. than the general 


lighting. 
Some of the results of applying 
knowledge gained in experiment and 


practice isole such elements are 
shown in the table. 





Increase 
Foot-candles ot 

OL New prdtn. 

Process; aii system pum a, 
Typesetting by hend m 1.3 20 24 

Foundry one 2.5 E: 7.5 
Tile pressing ... vE " i 4 6 
Silk weaving |... $t RS 50 100 2i 
Lathe work... ssa 12 20 12 
Post office (sorting) - 3 8 20 
Wire drawing 3 9 17 

Roller bearing manufacture 5 20 12.5 


Such a set of figures taken mainly 
from investigations carried out by the 
Government speaks for itself. It shows 


A.R.P, WATER CONTAINERS 


24 Gauge Sheet Steel, Galvanised after 
assembling. 


Fitted carrying handles and lid, with 
$" Brass Tap. 


5 Gallons capacity. — 12/6 delivered. 
7 Gallons Gas Proof—17/6 delivered. 


CHEMICAL CLOSETS 
From 13/6 delivered, 
ALL FROM STOCK. 


*KEMCLO" Mftg. Co. 


55, Netherwood St, London N.W.6. 
MAIda Vale 1331. 














Short Staffed ? 


You need 
QUICK 
Record Keeping 





Short staffed or not, you have probably 
more records to keep than ever, A quick, 
_easy method of keeping them is provided 
‘by "Robin" Looseleaf Books. 


Leaves for almost any record can be sup- 

plied at short notice. Many different pat- 
terns are regularly stocked. 'The records 
can be kept in numerical, date, geogfaphical 
or any other order. 


Any one can be found in a few seconds. 
Dead" leaves can be removed, and. new 
leaves inserted as necessary, 


Many firms have scores (some have hun- 
dreds) of "Robin" Looseleaf Books in daily 
use for records. 


Send a postcard for the latest "Robin" 
catalogue. It gives full details. 


J. W. RUDDOCK & SONS LTD., 


Looseleaf Book Manufacturers 
LINCOLN 








SURVEY 
(Continued from page 34). 
longer and gives a sharper impression 
to the very end. 

4. Wlixcrait carbon paper has a non- 
smudgge surface, Jt will not rub off 
fingers, nor will the carbon 
copy itSelt smudge. 

5. The special coating on the back of 
the carbon prevents them from clinging 
to the duplicating paper. Handling a 
Waxcraft carbon is like dealing with a 
new pack of cards as compared with 
an old and sticky pack. When taking 
many copies it halves the time spent 
in removing and replacing the carbons 
in the sheets. 

See announcement on page 34. 






UNIVERSAL POSTAL FRANKERS, 
LTD., 1.7, Canonbury Street, Essex Road, 
London, N.1. 

POSTAL FRANKING MACHINES: 
in various size models from an inexpensive 
hand-operated machine to the high-speed 
machines with semi-automatic feeding, 
sealing and stacking devices. 

Even the cheapest hand-operated 
franker is, of course, about five times as 
fast as any manual method of attaching 
stamps, But whatever capacity machine 
is used the principle of frankin® has 
advantages in saving supervision, checking 
and the otherwise mevitable petty losses. 

“MIDGET” MODEL: provides limited 
number of postal values, generally 
between id. and 1/-, at user's option. 
Speed of operation is up to 2,500 frank- 
ings per hour. Midget is available in two 
models: (a) a two-value and (b) improved 
model with 3 or 5 denominations, front 





dial selector, and can be electrically 
operated. 
THE “JUNIOR MULTI-VALUE”: 


prints any of 23 denominations up to 
113d, at one impression. It. handles all 
sizes of envelopes, and thicknesses up to 
3 in. Labels can be franked for parcels. 
Speed, up to 2,500 an hour. Is available 
as hand or electric desk model Latest 
feature is a trip mechanism preventing the 
recording or printing of postage until the 
letter is fed into the rollers. With Electric 
Model speed is 5/6,000 per hour. 
THE “MULTI-VALUE”: prints alf 
denominations of postage fip to 29s. 114d. 
in one impression It is similar to 
“Junior,” but both hand and electric 
models have automatic trip Speed of 
hand machine 2/3,000 per hour; electric, 


5/6,000, 
THE "FS" PITNEY - BOWES 
MODEL : is electrically operated medium- 


speed machine for franking and sealing 
simultaneously or separately, It auto- 
matically feeds, separates, franks, seals 
and stacks at 125 per minute and deals 
with all dimensions up to 12in. by 8in, and 
thicknesses of din. It -operates six 
denominations of postage, and attachment 
can be fitted for franking gummed labels 
for parcels, 

Latest development is the introduction 
of the label attachment for dealing with 
bulky packets or parcels. his is avail- 
able with Midget, Junior, Multi-Valve and 
"FS" Models. The attachment auto- 
matically feeds from a roll of paper and 
delivers a franked slip cut off to required 
size ready for affixing. 

INIVERSAL ENVELOPE SEALING 
MACHINE: is electrically operated and 
has output of 125 per minute for all 
lengths of envelope up to 12 in, and will 
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MEMORY CHARTS LTD. 


3 GREAT WINCHESTER ST. LONDON, EC 
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50/ FASTER SORTING 
The Ambidex System 

Cuts out waste effort, 

Simplifies and organises sorting. 

Meets. individual requirements. 

Speeds up Filing, Ledger 
Recording, Invoicing. 

Provides instant reference to papers; 

Saves Postage. 

Saves Stationery, 

Accelerates the flow of work throughout 


the Office. 


Write for pe 


AMBII PEK)? 


x < Nr E PAE 
Equipment Compa 
Emergency Address: 
13 Keynsham Avenue; Woodlord Green, Essex 
Telephone: Buekhurst 3317. 


Posing, 


















INCOME TAK DEDUCTIONS 
Simple control over deductions of tax from 
employees! wages is effected by using W ; 
Income Tax Sammary Forms sne Wilkes 
Wages Books, Economical, too. Samples 

with pleasure. 

JAMES WILKES 

Printers Serving To E 


Moxley Road Works, 
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automatically feed, separate, 
seal in one operation. Tt can ¢ 
up to 12in, by oin. and to a t 
fin, and handles both fui 
printed matter in the speci 
envelopes. 

Special attachment 
counting the envelope: 
ing return addres i 

See announcement on page 3i. 
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VALOR CO. LTD., Bromford, Evding: 
ton, Birmingham, 24. 

STEEL EQUIPM 
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shelving, racks, was 
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See announcement on page 

JAMES WILKES LTD, Mexiew Road 


Works, Bilston. 
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clearly how beneficial can be any 
improvement that assists the frequently 
overtaxed human eye to perform its 
task properly. 

Consideration of the human element 
is, of course, of paramount importance 
in most attempts to speed up pro- 
duction, In this respect the chief 
objects of improving lighting efficiency 
are generally agreed to be to lessen 
strain and fatigue, to reduce the pos- 
sibility of accidents, and to decrease 
the number of spoilages. 


Making Fullest Possible Use Of 
Natural Daylight 


One of the most recently developed 
practices of scientifie lighting which 
bears upon these points and which has 
come into special prominence. on 
account of the blackout is the manner 
of mixing daylight with artificial 
light. It appears that no matter how 
effective the artificial system may be 
there ig an adverse subconscious effect 
upon- workers. who operate entirely 
under its influence during daylight 
hours. 

While it is not feasible to exclude the 
psychological value of daylight per se, 
there is every reason to believe that 
the prime requirements for welfare are 
bright or cheerful ‘surroundings. To 
achieve this the admission of daylight 
is naturally ideal, because it is dis- 
tributed from the sky with equal 
intensity in all directions, and provides 
a large upward component everhead 
in the form of reflected light off the 
ground. In this manner light diffused 
in all directions automatically brightens 
up any object in its path. 

The proportion of daylight to 
artificial light is not important as the 
amount does not necessarily need to 
contribute measurably to the actual 
working light. To quote an example 
where removable shutters. were sub- 
stituted for blackened windows after 
complaints by workpeople, the oper- 
atives troubled only to remove some of 
the shutters saying that "just a little 
daylight made all the difference." 


‘Removable’ Blackout Can Help 
Artificial. Lighting 


In this instance. artificial light was 
provided for workers during the day as 
well as at night. Tt is suggested, there- 

"fore, that where daylight can be intro- 
duced by the installation. of sliding 
doorways, adjustable blinds, roof. ven- 
tilators, etc., this should be done. 
Should the latter be impossible, how- 
ever, a cheerful lighting effect as well 
as one of high intensity should be 

“achieved -This is advocated because 
fatigue on the part of the worker in 
a permanently blacked-out building is 
probably largely induced by the know- 
ledge that daylight is present outside, 
and this fact will obviously be accen- 
tuated in situations wherever lighting 
is: notably artificial. 


When blending artificial light with 
daylight the light of electric discharge 
lamps, is- incidentally, found to be 
better than that supplied by tungsten 


lamps. Tt is also a point in favour of. 


electric discharge lighting that it pos- 
sesses the advantage, from the indus- 
trial welfare point of view, tl&t for a 
given amount of light the t deve- 
loped is only one third f the 
equivalent tungsten lamp installation. 
It is therefore less liable to raise the 
temperature to uncomfortable levels. 
This is important during blackout 
hours. . . 


This Factor of Older Workers 
Is Important 


Most factory executives are familiar 
with the story about old eyes and 
young, and need not be reminded that 
a large part of their skilled staff is now 
recruited from the over-military-age 
groups. The avoidance of glare in 
illumination is, of course, essential for 
this reason, and it is in this respect 
perhaps most of all that a careful 
choice must be made of electric light 
fittings. These should be chosen for 
their appropriateness of design, which 
is jusé as important as their proper dis- 
position according to the lighting plan. 

Although it is only occasionally 
necessary to design special fittings we 
might quote here an example of how 
one indirect unit devised by the G.E.C. 
for underchassis illumination gave the 
desired effect of providing a high- 
intensity of illumination above the 
heads of the workers from a source 
situated below the eve level. 


This Is What Executives Must 


. Consider Now 


Although it seems the Daylight 
Saving Act will be extended until 
November, even this amount of grace 
allows managers of night time blacked- 
out factories only a few short weeks to 
omplete their arrangements for 
winter. Controllers of premises, irres- 
pective of whether they work under 

.permanently blacked-out conditions or 
not, must in any case be prepared for 
intensified hostilities, and although we 
are becoming used to air attack a 
feeling of security cannot be enjoyed 
untill all proper steps have been taken. 


Not Least Important Is The 
CHEERFULNESS 


To be ready for a new production 
drive executives will have to assist in 
counteracting the increased nervous 
tension that must be faced during the 
winter. They must ensure that the 
lighting of, their machine shops, 
assembly bays, packing rooms, offices 
and canteens, is more than just ade- 
quate. It must be planed well enough 
quate. It must be planned well enough 
good enough to conform to the new 
recommendations, and cheerful enough 
to defeat any kind of industrial war 
of nerves. 





Gelatin 
STALE AIR OUT 
FRESH AIR IN 


The 
VENT-AXIA 
way 


MECHANICAL VENTILATION 
BY WINDOW.FITTING, ELEC- 
TRIC STALE AIR EXTRACTORS 
AND/OR FRESH AIR INTAKES. 
FROM £5, AC OR DC. FITTED 
WITHOUT INTERFERENCE 
WITH PRODUCTION. RECENT 
INSTALLATIONS INCLUDE— 


WaR OFFICE 

AIR MINISTRY 

H.M, Orrice or Works 

G.P.O. 

B.B.C. 

AUSTIN Moror Co. 

D. Naprer & Son Lr. 

A.E.C, 

Jonn Brown & Co, Lip. 

HARLAND & WOLFF 

IMPERIAL CHEMICAL 
INDUSTRIES 


UR EXPERIENCE is 

freely at your disposal 
whether the problem is the 
ventilation of a small work- 
room or a large factory. 


Write or ‘phone: 
VENT-AXIA LTD. 


9 VICTORIA STREET, 
LONDON, S.W.1. 
ABBey 5168. 























whole of the keyboard, that is to say, no 
greater effort is required to depress the 
‘nine’ key than the ‘one’ key, which fact 
will be appreciated by the operator at the 
end of the day, 

The results are shown in a continuous 
panel, which ensures accurate reading of 
totals, Clearance of the "Sumlock" is the 
lightest ever devised, the total distance 
of travel of the zeroising lever is less 
than half-an-inch. 

The machine is light, compact and easily 
carried by any operator to any part of 
the office. The machine is hand-operated, 
a definite advantage in view of the pos- 
sibility of failure of the electric supply in 

“an emergency. 
See announcement on page 8. 


MOORE’S MODERN METHODS 
LTD., 12, St. Bride Street, London, E.C.4. 


LOOSE-LEAF RECORDS : Many new 
rulings, including forms rendered necess- 
ary by Official Regulations, eg. Ration 
Registers, A.R.P, Records, Home Guards 
Records, as well as Salaries and Wages 
Books, providing for the deduction of 
Income Tax at source, There are two 
standard rulings for Wages Books, each 
on. long and short sheet principle to avoid 
frequent re-writing of names, A s"X$" 
form is also carried in stock for an 
individual record of each employee: a 
separate sheet for each employee printed 
for record of total amount to be deducted, 
weekly deductions, monthly totals, date 
paid Revenue, balance to be deducted, etc. 
ACHINE ACCOUNTING EQUIP- 

















MENT: A new steel card tray of large 
capacity. This new "Super-Fleet" Tray 
provides the maximum inside working 





The Super-Fleet Tray 


capacity within the limit of its outside 
dimensions. Tray is only 15 ins. long 


(handle extra) but 1,250 cards can be 
housed and handled therein. The simply 
operated drop front and light-weight tilt 
compressor hold the cards at the most 
convenient posting angle. After posting, 
the cards can be clamped into a solid 





vertical block, Adjustable Trolleys with 
triple ball-bearing castors are provided to 
hold. two trays. 

Other .Machine Accounting Equipment 






includes "Mooresafes" of certihed fire 
resistance, housing light-weigh skeleton 
drawers that run on extension arms; 
"Moorespged" Loose-leaf Binder which 
opens aWEbomatically when placed on 
posting traikand with which sheets having 
four st unbroken edges are used; 
"Fleet-rail" travelling equipment which 
brings the accounts for posting to the 


seated operator. 

M.M.M. VISIBLE STRIP INDEXES: 
give immediate reference to essential 
information regardi Customers, Pro- 





Wall Bracket Type 


gress of Orders, etc.; they are suitable for 
Ledger Indexes, Credit Indexes, Tele- 
phone Numbers, Progress Records, File 
indexes, Price Lists, Discount Lists, ete: 
where speedier reference is desirable 
The panels are in two styles, Loose- 
leaf and Wall Bracket Types. Each panel 
holds 100 strips, visible portion 71" wide 
x 4” deep, 50 on each side, so that 100 
Ships are at view in an open Binder. 
Al panels are of metal, black crackle 
finish, Strips are stocked in 7 colours, in 
convenient form for typewriting. Pro- 
tective transparent celluloid sheets can be 
supplied to cover the side of a panel. 
The M.M.M. Strip Index Binder 
accommodates from one to ten panels. 
When the locking lever is in, “ 





shut" 
position, all panels are securely locked in 
the Binder; a panel can be instantaneously 
inserted or removed when lever is at 
“open.” ? 

A Wall Bracket will hold from one to 


ten panels, e.g. a bracket with ten panels *men; 


will accommodate 1,000 strips. 
See announcement on page 7. 





RELIANCE TELEPHONE co, LTD. 
39-41 Parker Street, POUD 
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has many advantages 
the use of one hand 
introducing difficulty m arren 
writing notes, and impos 
movement about the 
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S} also ena 
casting of ARP. War 
signals; Mass address 





d Time signals; 
First-aid calis, etc. 
See announcement on 








With Dictograph Telephones installed the Chief 


Executive can communicate with 4ll depart- 
ments direct — by a simple flick of a key. All 
departments can also communicate with one 
another, but executive calls get priority auto- 
matically. A representative wiil gladly call to dis- 
cuss possibilities. Information, demonstration, 
survey, estimates orrentc] terms—free bn request. 
‘Twenty-five years’ experience at your disposal. 


Executive's Instrument 





DICTOGRAPH TELEPHONES LIMITED 


Abbey House, Westminster 


Works at CROYDON and Branches at GLASGOW, BIRMINGHAM, MANCHESTER, LEEDS, NEWCA 


2 ABBEY 5572 





Hines) 





ASTE, 


BRISTOL, CARDIFF AND DUBLIN. 


A.R.P. Consult Dictograph on Telephone and Sound systems for A.R.P, and 
Factories 


Ajusic 

















‘ More Work—Less Staff 


WARTIME PROBLEMS . . 


Under wartime conditions, evacuation diffi- 
culties, and the deletion of a high percentage of 
skilled staff for service with the forces, Business 
Houses, Banks, Insurance Companies, etc., are 
subjected to greatly increased pressure of work. 
It is therefore vitally essential that the situation be 
eased as far as possible by the adcption of mechan- 
ical devices which will save time, mental effort 
and labour. 


And in this connection we trust that you will 
pardon us if we come straight to the point, in 
putting forward the advantages of Universal Postal 
Franking Machines, which (operated by hand) can 
frank letters, circulars, postcards, parcels, etc., 
with the correct postage denomination at a speed 
of 2,000 to 3,000 an hour, in the same operation 
printing the return address or a slogan on the 
envelope. With the electrically operated models 
much higher franking speeds can be obtained. 


Each machine is its own auditor, the credit 
meter showing the balance available at each stage 
of operation. There are no stamps to buy, record 
and affix... no laborious entries in the postage 
book, no adding up and balancing of postal expen- 
diture..,the machine guarantees dead accuracy 
always. 

Leading Business Houses, Insurance Companies and Banks 
throughout the World rely on Universal Postal Frankers 
for speed, reliability, and postal efficiency. One of our 
Technical Representatives will be pleased to call upon you, 
give fullest particulars and advise the correct model for 
your requirements. 








UNIVERSAL POSTAL FRANKERS ™ 


Showrooms : 99/101, REGENT ST., LONDON, W.1. Offices and Works: 1/7, CANONBURY ST., LONDON, N.I. Tel: Clissofd 3613/5 





Wilkes Systems Stationery 


The Essential. Link in the Chain 
` of Wise Management 





= 

OR the past 25 years Wilkes 
, Commercial Stationery has 

been eontrolling production 

and distribution over a wide field 

1e of industry. It has many appli- 
cations in your own business too. 
As long as costs exist, when every 
detail of material and every minute 
of time has to be recorded, Wilkes 
Typical specimens of Wilkes Works Order Sets printed forms will be needed, and 
will continue to earn far more than 
their very modest cost. 





In planning and progress work, in recording time and material expended, 
in accounting and statistical operations, you will find that Wilkes can print 
for you the stationery necessary for doing the job properly. Their 
experience of 25 years in the design and production of a wide range of 


specialised commercial printing is at your call. 





. 
Can we be of service to you? 


JAMES WILKES LTD 7:55. Commr BILSTON 


Also at LONDON : BIRMINGHAM : MANCHESTER : LEEDS : LEICESTER : Ete 


M | jo 307 GREATER O 
For the modern office 


The all-British Imperial Quiet Model 
55— the most complete modern 
typewriter, also the Standard Model 



























with 

9076 REDUCTION .OF EFFOR 
from your typists 

20 LEGIBLE CARBON COPIES 
at one typing 

ALWAYS PERFECT TY! 
irrespective of typist’s touch 


These results are actually being obtained by 
hundreds of users of the 





50 and complete range of special 


purpose and accounting machines. 


International All - Elect 
Writing Machine 


Fill in your name here and post to add ü 
will send details free and without e 





ere errr See ee ree eee eer eee eee eee eee ade eh es Pv adu 


Electric Writing Machines Divisior 
INTERNATIONAL TIME RECORDING 
112 Strand, W.C.2. 


Head Office: International Works, Beavor ba 





IMPERIAL TYPEWRITER CO. LTD. LEICESTER 











The "RAPID" 
LETTER OPENING MACHI 


With Automatic Feed. 


200 LETTERS A MINUTE. 


s 
ee 


Rees 


à Type EG. 
Britísh Made. 


For the low price of £17 10 0 the small office can now 
enjoy the same advantages as the larger office using ur 
i Type E/3 Electric Model. 


oer oro TURNI INTERNATIONAL COIN COUNTING 


i list 
te for illustrated © 


f| IS eam MACHINE CO. LTD. 


Birmingham: 





Office & Works: 
College Road, Cheshunt. Waltham X 3364. 
Showroom & Service Dept: 


133-141 Rosebery Avenue, London, E.C.!. Teri 








THE SHANNON Iro. Shastion Cor- 
ner, New Malden, Surrey. ~ 

THE SHAN? 'OGRAP H: New filing 
system for letters and documents which 
makes neatness obligatory and automati- 
cally puts a check on misfiling Every 
folder is suspended on two rust-proofed 
steel hangers so fixed that when the folder 
is in the drawer a narrow strip is exposed 
and kept perfectly flat. 

This strip takes a label the width of 
the folder, The label, which is protected 
by a transparent sheath , takes the tvped 
name and address of the correspondent or 
the name of the subject; thus exception- 
ally good visibility is provided. 

Permanent signals in colour can be 
made on the label to denote department 











A chart- 


or subject, territory, credit, etc, 
ing code provides a series of colour marks 
which move progressively to the right in 


accordance with correct filing order of 
folders. If a folder is out of place the 
graph is out of step, No insert folders 
ave required, thereby saving expense and 
increasing filing space of the drawer. 

Awspecial frame on which folders are 
nded is all that is required to con- 
vert any ordinary filing drawer to Shanno- 
graph, 

Another advantage of the system is that 








Shannograph may be arranged alpha- 
betically, numerically and geographically, 
while for subject filing it offers advantages 








of arrangement never before found 
possible. 

THE SHANNOBLIC: An alternative 
method gf applying the suspended filing 
principles out waste of filing time and 
ensures id identification even in the 
largest Sms, 

Special index tabs, which do not soil 
and are always easy to read, are set at 
an angle to catch the eve and can be 


positioned for easy location, Folders never 


become out of dgte, for labels are 
instantly removable for re-indexing, and 
special folders are  "spot-lighted" by 


additional colour signals, 

Each folder, fitted with hangers, is 
suspended on a metal frame so that 
folders hang level, eliminating all leaning 
and sagging. The resultant uniformity in 
height means complete visibility. Even 
though unequally loaded, folders do not 
ride up or slip under, and, because they 
do not rest on the bottom of the drawer, 
you may slide them backwards and for- 
wards with ease to create working space. 

Shannoblic may also be adapted to 
desk use. Folders are suspended from a 
frame which is placed in the double 
drawer, and they may be indexed for 
individual needs, This arrangement makes 
for easy organization of desk wonk and 
saves executives’ time in keeping current 











papers immediately accessible and in 
order, 
SHANNON VISIBLE |. RECORD 


SYSTEMS offer finger-tip and at-a-glance 
control of all the facts relating to every 
phase of business. Shannon Visible Re- 
cords are available in steel tray cabinets, 
on frames, in a desk stand, revolving 
stand or wall bracket, or in portable 
books and panels, 

Compactness of the cabinets permits 
the placing of a single unit on a exe- 





cutive’s desk or a thousand units in an 
office where a wide variety of recor@s is 
kept, securely, yet with any one record 








instantly traceable. 
, Then there is the One-line Visible Index 








es. led. Shannon to introduce a new 
range of desks and tables, The "Contract" 
Suite offers quality furniture at new low 











prices, | 

The Shannon Limited has a complete 
range of office equipment and fling 
supplies and offers an advisory off 





planning and equipment service, 
See announcement on page 6, 


W. H. SMITH & SON LTD., Business 
Forms Dept., Bridge House, London, S.E.1. 

“ALACRA” CONTINUOUS STA- 
TIONERY : forms for use on all makes 
of tvpe writers, accounting, tabulating and 
other machines, The e forms are inter- 
leaved with “Alacra” one-time carbon 
sheets. Up to fifteen carbon copies can 
be obtained from one typing. The forms 
are marginally punched, the punching 
engaging in the “Alacra Pinwheel,” which 
ensures dead accurate registration of the 
work throughout. As the forms move 
around the platen, the pins recede auto- 
matically to release the form. Thus it is 
impossible for the original sheet or carbon 
copies to creep "weave" or buckle, Time 
wasted by inserting. carbon sheets and 
stoppages caused by the alignment of the 
work having to be corrected are entirely 












avoided. Some users report {5 to 30 per 
cent, increased work from machines using 
“Alacra” continuous stationery. This firm 
also supplies “Alacra” registrators for 
handwritten records. 
See announcement on page 29. 
STANDARD OFFICE . SUPPLIES 


CO, 9, Lovell’s Court, Paternoster Row, 
London, E.C.4. 

'«HAXCRAFT' CARBON | PAPER: 
something notable in carbon papers made 
oo by this firm. Basic factor is that 

the back of this carbon paper has been 
coated with a special preparation which 
gives it a glossy waxed surfa Five 
advantages, it is claimed, result from this 
new treatment— 

1, It doubles the strength of the car- 
bon paper, Waxcrait carbons do not 

"tree" or crease like ordinary carbon 




















it can be installed drawer by drawer, ie. tem Conveying at a glance many dips Wed xus bods the m 
the stock of old folders may be worked everyday facts which are in constant and "UERIVES EXIT A Pady d ne paper 
off while the new Shannograph files are demand, Day-to-day trends may be noted anr Tt enables a ira E to pce! 
coming into use drawer by drawer. Thus, visibly by means of coloured signals which 3 t ena e Eo av th i Ms 
the usual upheaval caused by changing are impossible to overlook. * Thi be placed ph Rcs of p poss 
from one filing system to another is OFFICE FURNITURE : Increasing ns means at each carbon lasts 
avoided. demand for office furniture at economical (Continued on page 38). 
W | : 
_The NEW non-smudge CARBON PAPER 
@ The back of the carbon paper is This means that each carbon lasts longer 
coated with a special preparation which and gives a sharper impression to the 
gives it a glossy waxed surface. very end. 
@ it doubles the strength of the @ Waxcraft Carbon paper has a non- M 
carbon paper. Waxcraft cagbons do not smudging surface. It will not rub off 
"tree" or crease like ordinary carbon on to your fingers, nor will the carbon 
papers. copy itself smudge, 











@ it enables a much heavier coating 
to be placed on the front of the sheet. 


FREE SAMPLES & DETAILS FROM 


STANDARD OFFICE SUPPLIES CO. 


9 Lovell’s Ct.- Paternoster Row * London: E.C.A- CIT. 7211 


@ Costs no more than ordinary good 
quality typewriter carbon. 








years this firm of printers has specialised 
in prodücing every kind of commercial 
stationery required. for: modern -systems 
of management--routine. <The EO 
covers the w 







s progres: 
a Included, also are aa ede | bound or 





loose-teaf books for standard or - special | 
needs, —.— 
-IFAR ECONOMY 


they require no envelopes, 







may be reused for outward e j journeys, 
^ Specially condensed — postalg statement | 
forms. : 


See announcement on pagesi ~ 





: Have Nou Any Surplus Tools ? 
Are You Short of Tools For Vital Work ? 


-PT has been known for months that 
Bwhilst the supply of new small tools 
(milling cutters, reamers, taps, etc.) 
has been very difficult there must be 
thousands of such tools, in perfectly 
good condition, lying idle and almost 
, forgotten in the tool Stores of engin- 
eering firms — great and small — 
throughout the country. At this time 
when we must mobilise our resources 
to the utmost we must not forget this 
lost legion of small tools which, if 
brought into circulation, would enable 
the production effort of the country to 
be increased enormously. 
The question has been discussed by 
Engineering Institutions and Associ- 
ations but it has been realised that any 
attempt. to E tools on a voluntary 
basis can hardly be a success. A new 
company has therefore been formed, 
with the approval of the Ministry of 
“Supply, to put into operation such a 
scheme on a commercial basis, 
The new company will acquire, by 
purchase or other means, new and 
second-hand small tools of every 
description, These tools will then be 
available "on hire" for periods of one 
week and upwards at a weekly rental ir 





proportion to the original cost of the 
tool. 

The Company has a works which will 
be responsible for the inspection and 
re-conditioning of all tools returned 
from hire, so that any firm utilising the 
service can be assured of obtaining 
tools which are in first class condition. 

Another feature will be the booking 
of tools in advance for a definite period 
which will ensure that tools required 
at a certain stage of production will be 
available at the right moment. 

The company will be pleased to give 
engineering firms who are interested in 
this scheme any further details, and 
would like it to be generally appreciated 
that one of its main concerns is to 
increase the productive capacity of the 
country, and benefit the engineering 
industry in general. It is hoped that 
any firms who have surplus tools lying 
idle will get in touch with the Company* 
with a view fo arrangements being 
made so that their tools can be avail- 
able to other firms engaged on vital 
work of National importance whose 
effdris are perhaps being hampered by 
the impossibility of PePe tools. 

*Address from the Editor. 





BOOKS to Help Solve Your Problems 


ANAGEMENT for Production is the Sues and modern is greater than ever. 


vital need just now. 
present its not a 


The time when 


executives have leisure to deliberate and opportunity to 


study at any length, but on the other 
band the urgency of keeping. knowledge 







VENUS PENCILS are 
incomparably smooth and 
long lasting, their standard 
of quality never varies. 
MADE IN ENCLAND 
KNOWN THROUGHOUT. THE 


Tf you have any difficulty 
in being supplied, write 
direct to the address J 
below for sample, stating $ 
“which degree you prefer. 
_ VENUS PENCIL Co. Ltd, LONDON, E.S. 










From 6b. 
softest to 
9h, hardest: 
| dst can be 


Moreover, man® promotions have to be 
made at short notice and without affording 
the promotee for a 


preliminary or preparatory training. 


The Management Library (1r Doughty 
Street, W.C.1) has issued a list of 
recommended books which include the 
; following (figures are the — Library 

E reference numbers) :— 
I. Production Planning, Layout, ete. 


1843 Cost and Production Handbook, 
ed. L, P. Alford. 

1884 Ford Production Methods, by H. 
W. Barclay. 

The New Management, by 
Hildage, Marple & Meyenberg. 

Planned Control in Manufac- 
turing, by W. O. Lichtner. 

Graphic Production Control, by 
C. E, Knoeppel. 


1002 
1846 


1813 


oo88 The Gantt Chart, by Wallace 
Clark. ; 
iB23 The Mechanical. Handling and 


Storing of -> Material, by 


Zimmer, 


There are other books on Costing, 


Personnel Management, Wages Payment, 


Time Study, etc. The full 
obtained from the Library. 


Motion and 


STATIONERY ed 
especial headed letter-forms so printed that f 
Headed enve- 
lope-sealers so that in-coming envelopes 














Great though the callis upon 
our output by Government 
Departments, we are still able 
— and have every hope of 
continuing—to supply a fair 
proportion of urgent civil 
requirements of STEEL OFFICE 
and WORKS SEATING and 
STEEL STORAGE EQUIPMENT. 


We shall be glad to continue 
receiving your enquiries 


EVERT) 


~a LiM] TED 

J.B. B i 
WALSALL RD. PERRY BARR, 
BIRMINGHAM. 





{Proprietors : 





Work 
smoothly 


is fini 
time 
operations 
controlled 


Gledhill-Brook ll 


TIME RE COSME 

Write for details of Equipment 2 
GLEDHILL-BROOK TIME RECORDERS. LTD. 
Dept. 58, Empire Works, Huddersfield. 

















Z TAYLORS 528!3: TYPEWRITERS— 






















Cash Registers, Coin Changers, Wage Payers, Cashiers, Calculators, Time Recorders, 
and All Business Appliances, Adding Machines and Duplicators HIRED AND REPAIRED 


SAVE TIME—HIRE AN ADDER FOR STOCKTAKING 


THE 
it NO-MORE 
ERROR 


ADDOGRAPH 

The Simplest Portable 

Adding, Listing a | 
Machine sid 


MAIL OPENED 
IN QUARTER 
TIME 








LINE GUIDE 
COPY. 


busy office, no torn 
HOLDER 


cheques, etc. 























































Delightful saves the £2 ?5, post free. 
io use. typist’s time 

and your 

notepaper, 


Tap the Jever 
and the line 
guide, moves 
down. 
Price, as 
illustrated, 





And cheaper 
model, Hj- 





THIN EDGE ERASER 


Acts like propeller pencil, always clean and 
sharp-edged. Best quality nickel plated. 2/6, 
2nd quality nickel plated, 1/2. 
Refills 1/6 per dozen. 


& eol to add from id. to £0,999 19s, 113d. 
ccl to add from id. to £99,909 19s, li$d. 
Hand and electric models with or without 
sübfraetion. and wide paper carriages. 
No Modern Office can afford to be without one, 


D0 o 








ROTARY CALCULATORS ALL MAKES : 
FROM £12 128, SPECIAL. OFFER 


For all ecaleulations, ; 
Multiplies, divides, NEARLY NEW 
adds and subtracta 


in 1/10th time taken - | Ledger Posting, Book-keeping 
to do so mentally, | and Accounting Machines, 
Tens trammesion in | Loose Leaf, Fanfolds, or Book 

£32-108, —— Writers, with or without 
Write dor dels | Adding and Subtracting of all 
makes, at bargain prices, 








NO "MORE ERRORS—JUST USE 
THE GUARANTEED ADDOMETER 
Rapid Automatic Addition and Subtraction. 






flat on the books. For English and 

Foreign money, Decimal or Ordinary Figures 

and Feet and Inches, ete. 

FOR POCKET 
OR DESK 


So Simple Any- 
one can use it. 





THE BIJOU QUIET PORTABLE 
Its quietness and light touch are real aids to 
efficiency, while its compactness, lightness, re- 
Hability and beautiful work make i£. THE BEST. 
With fourrow standard keyboard, complete in 
ense, (Weight & ib, nearly 2 Ib. lighter than 
all other 4-bank- portables.) - 















In Plush-lined 
£14 14s. 0d. coid Ene 
 Bbánk models from dueoid case. 
bg fd., Size. 
complete in ease. 1dix21X4 in 
ELIMINATE LOSS USE ORDINARY STAMPS & a? 
AND 


à post free, 
When ordering. state for what purpose required. 


SAVE 809; IN POSTING TIME 


FRAUD BY USING And. let your business-getting letters look 


A “SAFEGUARD” 





. THE BEST jike personal letters with actual postage Also & cheaper pocket. Adder for ordinary figures 
CHEQUE stamps by using the TAPPIT stamp affixer. and Indian money, in case. 30/-. post free, 





Cheaper and quicker than agpost marker, all 
stamps fixed, checked and counted in one 
operation. British made and guaranteed. 
Price £5 15s. 


PROTECTOR 

ed by leading Banks. and firms, Do you realize 

that. an altered cheque is your. own. lability 
Great Bargain £10 105; each. 

SUMI: makes: of Cheque Writers at 

(half usual pri o> Ask: for list. 
































8, 


| finished art green, UN x QUE 


lever jock, dupli- M 
eate keys. [A p Swinging & 
2ft, high, 55 /- P. l Detachable 


14 in. wide, LETTER TRAY SET 






AUTOMATIC SELF-SEALING GUM- 
6 MING PENCIL, Very useful for desk, 
uS applies liquid gum to papers, 1/6, 
per. Way | post free. Similar Article in Rubber 
extra. to apply moisture to stamps and 






g'scap size 









{aip odee, 






























} » A big aid to ——— ; i d paper, envelope seali abe. 
p o Hs 75 A= | lear, EEE sumone paper envelope seii, ete 
3 a WIS, E trays di : 
[348 in. deep, off, are BARGAINS in FILING CABINETS 
6 ft. high; 2- ft. P interchangeable, PRESERVE à F 


So Diane 
wide, 18. im.. deep, D 


ms. illus. oe 
trated: £5 15s, 
Other sizes in stock. 
Half the price of 
q Wi 


sential for. stor- 
s, Papers, 


YOUR LETTERS 
und Records from 
dust and fire by 
using our Art Green 
Vertical Steel Easy 3 
Running FILING 3 
CABINETS | 


4 drawers, dto, from i 


swing out of 
way, leave desk * 
quite clear. 


















Number of Trays per Set. Complete with post 
and fitting for wall 
or desk, AH inland 





Material of Trays. 4 Trays 3 Trays 2 Trays 







Letter P Light or Dark Oak 38/6 33/6 29/6 earrage paid. : ià £5 ed t a 
teal Mahogany ja A x Approximate interna drawers, f'éap, from | 
Real Mahogany 50/ 25j 40/ dimensions of trays £6 68. 
Steel, Fshd, Art Green 50/~ 45j- 40j- 18} X 9} x22 inches. Locks 17/6 extra. 








Phone: Holborn. 3793, or write for Bargain Lists and Particulars. TEMPORARY TYPISTS SENT OUT. 


TAYLORS TYPEWRITER MARKET %:SH4ANSERY LANE (Hober Brea 

























CLASSIFIED ADVERTISE 


CALCULATING MACHINES WANTED | RATE-—2/6 a line (average 7 words to a line). 

| Minimum 3 lines costing 7/6; each additional line 
| or part of a line 2/6. Box No, counts cà one line 7 
| and is to be paid for; replies are forwarded free | Bookkeeping Machine Required, Burroughs Macht 








| of charge; 2195 discount for 3 insartiqns, 5%, for | with typewrit 1 B : 
i ae A H iep ^4 
rini machins. ME Usar MA MAE | 6, 109, fóf 12. Payment with order for single | priba ragi t , HB y 
inon-printing type with totals in dials) can employ | ve i se, T&His at , 
one or more additional machines of same type. insertion, Display panels 24/- per single column DuC HER NN UNE NOS 





Purre nghe m Ful particulars, age, price, ^ inch. Discounts as above, Special rate for 
ete., t 5 U j Y 8 i : d i 
Cou p ULL, Brarwss, Whitefriars House, Tallis Appointments Wanted"; 3 insertions for the MISCELLANEOUS 


price e 2. 





n ——— X — —  —————————————— | 1,000 Gummed Labels 2/3, Pri 
i f in twe.colours with emari b 


OFFICE: EQUIPMENT FOR SALE | TIME RECORDERS Esselbus, 442. West Green Ros 











| Time Recorders and Electric Clocks. We have À EY d 
; new mgehines of all systems in staek; rebuilte at half SAVE TIME AND MO 
| price, fully guaranteed. — Supplies. repairs.— Time | BY TELEPHONING WO m 
| Recorder Supply & Maintenance Co, 159 Grange RES is 
| Road, London, &.E.l. Í i CLASSIFIED 
a LO MOOR ERECTA ADVERTISEMENTS 
| Staff Time Checking and Job Costing Time 

CEN, 9891 - EX. 35 


i Recorders ial] makes) for quick cash sale, exceptional : 






















a | condition.--Write "'Betarcol'. Box 345, BUSINESS, 
| Whiteiriars House, Tallis Street, E.C.4. t 








OFFICE EQUIPMENT 


| BRAVON N 


ALL-STEEL 


CABINETS 


i 
i 
size 214 
L4 i2 i t 
SCAURUS f The most important necessity for 
i 


i 

` i 
Books, Hecorde, CiVIL DEFENC E 

i 





Documents, iod | Approved by Government Departments; &ply oon. i 
MODEL “C | strnotion makes them water, wind, and tear-proof | 


—absolutely opaque. Cheaper and more effective | Where 1 emale ak 
5 Oo l- than ordinary air-raid blind materials—for any type | Employe d 
Carriage — Paid. | : 


of window. i 
| Write for booklet giving full details, sample and prices to— | 

l E in these days of increbod | 

| BRAVON OFFICE EQUIPMENT Co. | labour and longer hi 

| 56 Southwark Street, LONDON, S.E.! 


| J. H. SANK Y & SON, pr» | | 
"Phones: Hop 3168 and 2159 












Established 1807. 


161 ALDWYCH HOUSE, LONDON, W.C.2 | 





4. meme 





" l 7 | Tel, Holborn 8949 (14 Hines). Grams Brickwork, Estand. London | 
NATIONAL SERVICE | BUSINESS OPPORTUNITIES 
It’s the least | A.R.P. a 
|| SERVICES & SUPPLIES | apari, feum "tung 
you can do— ARE GOOD LINES TO || - Fu Hn re 
GIVE ONE PENNY EACH | ADVERTISE IN “BUSINESS” || PETER'S — AUTOMATI 


| MACHINES LTD. 
Mic sen | NOW || 16 Victoria St., London, S.W.1 





RED CROSS CARE | Full particulars of rates, etc. | 
l | will gladly be forwarded on | Telephone: Whitehall 8330 (X Dept). 
FOR THE WOUNDED i request to Specialised Advertise- l ` ; 
i 4i E 
@ Start a ‘Penny-a-week’ scheme where you work. | ment Manager, “Business,” 6 | 
Send a postcard to the Lord Mayor of London, | Carmelitg Street, London, E.C.4. | 
Mansion House, E.C.4, for full details. i Telephone: CENtral 9801. | 


Red Cross pointe this Journal for the free gift | 
gi uis announcement, i i 








KW GIBBONS KNOWS CANADA | 





[nts] J, J. GIBBONS LIMITED + ADVERTISING AGENTS k 




















Interior of a Modern, Well-Lighted Factory, built by LAING. 


A large rubber calendar machine installed at the new Kautex Factory. 


OTHER FACTORIES READY FOR. OCCUPATION e(VARIOUS FLOOR AREAS) 


LONDON'S FINEST FACTORY SITE 


WITHIN !! MILES OF CHARING CROSS 
THE 


LAING ESTATE 
Á Á 3» P 
t DE <0 = D) 
E LSTRE E 
ONE MILE FRONTAGE TO BARNET BY-PASS 
PUBLICITY..ON BRITAIN'S MOST IMPORTANT ARTERIAL ROAD 









* 
130 ACRES OF FACTORY LAND FACTORY SITES AVAILABLE AT 
A GOOD HOUSING ESTATE FOR E MOST REASONABLE PRICES - 
WORKERS ADJOINS HEALTHY SURROUNDINGS 
CHEAP ELECTRIC POWER QUICK ACCESS TO ALL PARTS 


Write for full particulars, both of Land and Factories ready for.occupation 
TO ANY LEADING FACTORY AGENT OR TO THE OWNERS: 


JOHN LAING & SON Ltd., LONDON, N.W. 7 Phone: MILL HILL 3242 (9 lines) 





“Printed for the Proprietors, BUSINESS | PUBLIC. ATIONS Ltd., by F. J. WILSON SON. LTD. “The “Carlton Press, Chesham, 
and published by thesProprietors at their Offices at Whitefriars House, Tallis Street, ECA 'Phone: Central 9m. 

















FREQUENT. 


oli 5: Do or i WARNINGS 
A e -EE 

eens an il be spaced. Abolish these three constantly roc SHORTER. 

This enables stationery to be used wit DAYS | 



































You may prefer to keep your ‘ Packaway '' Extension 
Ladder somewhere else, but the fact remains it packs 
away in a 10in. space. A masterpiece of practical 
portability. All Steel. AH British. Folds in a flash. 
Extends in an instant. Completely safe and rigid. A 
real boon in the Office and Factory. 















nstalled throughout Great 
Britain by Corporations, 
Hospitals, Factories, Business 
Houses, and A.R.P. Under- 
takings, as well as by thous- 
ands of private users. 


and 
well 


Other sizes 
prices as 
as details 
“Instant ” Fire Escape 






































on application to 2: 


52-54 HIGH HOLBORN, 
LONDON, W.C.1. 


HOL: 























ALL BRITISH 


. 


ALL STEEL 

















CARRIAGE PAID | 


of the | . 
No more worrying about Incendiary Bombs. Here's a 
" and Gravity Loft Ladder | 


|; Simple to operate, and safe for the operators. 


GRAVITY | 
LADDERS LTD. 


8341-2-8,.. E 





i The “ RAPID” 


ENVELOPE SEALER 


Hand Operated. Type ES/1, 


¿This well-built machine, with a sealing speed of 150 


envelopes per minute, has proved itself ideal for the 
average mail room. 


Automatic feed. Positive separation. Perfect moistening. 


May be rented or purchased outright. 


INTERNATIONAL COIN COUNTING 


MACHINE CO. LTD. 


COLLEGE ROAD, CHESHUNT, HERTS. 


Phone: WALTHAM CROSS 3364. 











The Woodhouse 


INCENDIARY BOMB 


" CONTROLLER 


simple and rapid extinguishing of the fires they cause. 


Fifty gallons of water easily transportable and at your 
service instantly with two Home Office Stirrup Pumps 
fitted. 


| The Woodhouse Pyramid Attachment can be fitted if 
desired for controlling the bomb. 


i Write for full details now. 


OQODHOUS 


——— PRODUCTS LIMITED EENE 


Registered Office: 
202 BROADWAY, CRICKLEWOOD, LONDON, N.W.2. 
Telephone : GLAdstone 6695. 


Works : 
108 CRICKLEWOOD LANE, LONDON, N.W.2. 
Telephone : GLAdstone 7093. 
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Cut out 
wasted effort 





Executives in all branches of business are finding the dictating 
machine a sound investment because it reduces waste of time, labour 
and money. 

Faulty methods cause more waste than deliberate slacking. The 
best executives cannot pull their full weight i they are hampered 
by out-of-date and inefficient methods and systems The Dictaphone 
is the modern, efficient and economical method of handling business 
correspondence and controlling business ope rations. 

The Dictaphone saves much waste of time, labour and money 
because it is always ready for instant use. Letters, memoranda, 
instructions, reports and so on are immediately recorded while their 
subject is fresh in the mind. 

The executive dictates alone: he does not need the presence of 
his secretary. She, while he is dictating, is *íree either to transcribe Post the 
matter dictated earlier or to get on with real secretarial duties. 
Thus work flows smoothly and prompt dependable service is to-day 


ensured at all times when you dictate to e 


T^c Dictaplha 


And the executive saves a full hour every day because, in pau pee orte Rom — 
addition to being always ready the Dictaphone is far speedier, | The DICTAPHONE Co, Ltd., 

far more accurate than the most perfect of human secretaries. | Dept. H., Kingsway ‘House » 

Understanding secretaries welcome the Dictaphone: it | Ki ESOS j fu 

makes their jobs easier, gives them a chance to do better | ingsway, a 

work and rise to better positions, | London, W.C.2, 

Help your executives to do more for you, Investigate The | EPEA 
| C € 
| 
l 
I 
l 
| 
j 







coupon 


send free boo VW 


Dictaphone ea 
noe Anyway?” to: 


The Dictaphone Co. Ltd. 
(Thomas Dixon, Managing Director), 
(Dept. H.) Kingsway House, Kingsway, London, W.C.2 
Telephone: HOLborn 4161 (five lines). E ee Ae ee 
MANCHESTER: 8 Deansgate, Deansgate 4483/4. BIRMINGHAM: 321 Broad Street. Midland 2245/6. GLASGOW: 9 Bothwell Street. City 1 BRISTOL 


3 Unity Street. Bristol 23916. LIVERPOOL: 157 The Albany. Central 1343. LEEDS: 1 Albion Place. Leeds 31441/2. NEWCASTLE-ON-TYNE oyal Buildi 
Bigg Market, Newcastle 21271. Dublin: Raleigh Chambers, Lower Abbey Street, Dublin 72811/2. BELFAST Bedford Buildings, 7 Bedford Street. Belfast 


NONE usse ei esePsuyesaKeaps 














MODERN BUSINESS AIDS 






















Band A Simplex... 


which plays a vital part in the speeding-up of aircraft output, has 
been installed by the majority of leading manufacturers and is now 
the recognised basis of modern production routine. 


. 
9 Pre-production time reduced to a minimum. ; 
@ Progress Department kept in close touch with each job. 


€ Production must be increased but must also be controlled. 


Irmig Spirit Duplicator 
reproduces from any handwritten, typed or drawn 
matter without the use of stencils or ink, in up 
to five colours at a single operation. THE 
MACHINE WHICH HAS REVOLUTIONIZED 
OFFICE ROUTINE. ` 





Model 9. (Foolseap size). 


Band A Writing Table... 


* 5. fills a long felt want for use with every spirit duplicator, 

It consists of a Bat writing plate, set at a suitable angle for handwriting and is 
fitted with a continuous roll of 75ft. of carbon. A knurled wheel, to which is 
attached a ‘ratchet spindle, enables a fresh portion. of carbon to be available for 
each master, or as often as required. 


BLOCK .& ANDERSON LTD. 


S0 FARRINGDON STREET. " EC, 4. 
Telephone: CENTRAL 5 


d British—100 © j : ; 3 T BIRMINGHAM BRISTOL z E LASGO bs LIVERPOOL 


NEWCASTLE . SOUTHAMPTON 

















THE COMPLETE JOURNAL OF * 
MANAGEMENT 





















Associate Professor of Account 
Calif NS 
Incorporating "The Magazine of Commerce", “Modern. Business", Blois bt Dos 


"System" , "Business Organization and Management" 


is called upon 
budgeting. d E 
study, mark 
investment anal 


control. 
“Messrs, Riggieman and Frisbee bere present. ihe 
° best work on statistics available ie business men 





in this country," — Tk Boos 


BUSINESS CYCLES 


By JOSEPH A. SCHUMPETER 
Professor of Economies im Harwadd 

1088' pages, 9" hy 6", Wy 
(Two voiumes nog sold se 

This important two-colume 

authority presents an ë 

the mechanism of 

discussion of 


E 7 cove wb 1A 
NOVEMBER, 1940 IM contents 
VOLUME. TY. 1 
Introductory. 
& Equilibrium and the 
Theoretical Nor ot 
Economie Quan 
How the Econom 


T i i m Genorates Evolution. 

Index to Principal Contents "he Contours of Beano: 
mie Evolution, 

Time Series and Their 








yx í s Normal 

» ta . s oes 2 PAGE Historical Outlines 
Cutting Costs Without Undermining The Business Introduction: 1787- 

e Historical Outlines Ti: 


By a MANAGING DIRECTOR 9 1943-1913. | 
Time Study and Wage Incentives By K. ITALIENER 11 | McGraw-Hill Publishing Co. Ltd., 

| amAldwych House, London, WO Tas 
Management In The War iss ees a r M 


Bureaucrats Driving Us to Inflation 
By C. CHISHOLM, M.A. 


Why Not Stick to the Smaller Letterhead — ... T 
See Your Letterhead Gives Clear Infofmation ius 
Preventing Colds and Influenza By F. W. JARVIS S 
l Two Handy Manual and Motor Pumps 


Why and How We Planned Our Canteen 
e Dy E. G. DISMORE 
"rhe Airscrew Co, Ltd. 





Good Lighting: What It Means ... d 
Music that Helps Factory Workers 
By a MANAGING DIRECTOR 


Every Office Job Done to Time 
By An OFFICE MANAGER 


Watch The Costs of Your Cost-Finding ES 
No Longer Need to Buy National Health, etc., Stamps 


How to Make Your Reserves More Liquid _ E 
By B. J, HOLDSWORTH, O.B.E. ^] employee, or previously yide ito“ envelopes 
DUM “tins or other pay receptacles the BRAN 
is of great value. You press one ke 
tis ford. or 9s. 11id. and it is pa 





BUSINESS, Published by Papa Publications, Lid., Whitefri jars Sia ee te 
House, Tallis. St, London, E.CA. Telephone : " Capital 989 BRANDT AUTOMATIC CASHIER cO. i 
Subscription Rates : 15/- a year post free in th ; ^FURNIVAL STREET, LONDON, Eci 


Kingdom ; 20/- a ycar post freg in the Dominions and Overseas. Telephone : Hol. 2179. 





























of an EGRY SPEED- 
e use of Continuous 


had to face the prob- 





"This can be achieve 
FEED Typewriter 
Stationery. 1f you hav 
dem you probably will, of having tom 
Internal business forms with à depleted staff o 


working hours owing to traffic delays. 
The EGRY SPEED-FEED fitted to any standare 
machine eliminates the time wasted in interleaving and — | 


deleaving carbons. tt is entirely automatic in opera 
tion and can be a d detached in a matter 


of seconds. 






e not already 


£ 


ttached an 


ut this time and labour-saver now— 


Find out all abo 
full details 


let us forward 






















WARPLE WAY : ACTON © LONDON : W3 THE 
Telephone : Telegrams? SPEED-FEED 
Egrycompak, Ealux, London ATT ACHMENT 
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CALCULATORS LTD. 


GoverninglDirector : A. E. Law 


3 | 15 HOLBORN VIADUCT, LONDON, E.C.I 
si z . CITY 4093-4 
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INCOME TAX DEDUCTION 
THIS DEDUCTION MEANS AN INCREAS 


UNLESS you adopt a ready and simple method of dealing with Statutory and other deductions the work of wr 

senior wages clerks will be greatly increased. Yet with s í 
The Cope-Chat “ Slip-Post’’ Duplicate Payroll cuts out all senior work after the actual Payroll is completed an 
enables juniors in spare time to keep a combined record per employee covering such individual records as : - 


3. Superannuation 


1... Earnings 
4. Holidays with Pay 6. 


2. Income Tax Return 
and each and every other. deduction— Statutory or otherwise, 
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cannot make mistake 
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Branches” 








hort staff you are anxious to lighten their 


5. Loans or Bonus 
Income Tax Deduction 


s with this foolproof, simple and inexpen 
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TYPEWRITER BSÍLLING ATTAC 
MENT 
Egry Ltd. 
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RELIEVES MONOTONY * BANISHES DEPRESSION. + | EXPELS- FATIGUE 


Government departments, supported by the B.B.C., are urging the broadcast of music in industry. to 
speed up production. Already many large firms áre using Dictograph Sound Installations. Information, 
demonstration, survey, estimates, or rental terms — free on request. Twenty-five years’ experience at 
your disposal in manufacture, installation and maintenance. A test gladly arranged in your own works. 














Box-type factóry 
speaker, 


 DICTOGRAPH SOUND INSTALLATIONS 


(Dictograph Telephones Limited) 









FOR MUSIC IN FACTORIES - STAFF LOCATION ¥ 
CONTROL OF STAFF DURING AIR RAIDS . MASS 
ADDRESS TO EMPLOYEES - ACCIDENT, FIRE, 


ABBEY. HOUSE, WESTMINSTER, S.W.I AURELIA ROAD . a « CROYDON BURGLAR AND SABOTAGE ALARMS - AIR RAID 
Abb 5572 (3 lines) The 2427 (2 lines) WARNING DETECTOR 
Branches at BIRMINGHAM MANCHESTER LEEDS NEWCASTLE BRISTOL CARDIFF 


GLASGOW 








TURN ALL THAT WASTE PAPER into 
VALUABLE PACKING MATERIAL 
BY INSTALLING AN 


ECONOMIC PAPER SHAVING MACHINE 





; WOOD WOOL IS SCARCE AND VERY EXPENSIVE. 
PAPER SHAVINGS ARE AN: EXCELLENT SUBSTITUTE. 
WE KNOW BECAUSE WE USE NOTHING BLSE. 


Why not investigate today =- e ; 


HUNTER PENROSE Ltd. (Dept. B.), 109 FARRINGDON R ROAD, E.C. 1. 


Phone: TERMINUS 1661. 





Greatest Time and Worry-Saver Ever Devised 





Use a ‘System’ Desk Calendar yourself— place 
one orf the desk of every important member of 
Your staff. See from the accompanying illustra- 
tion bow ‘simply this unique device operates—and 
yet how complete, automatic and accurate is the 
service it renders. you. 

At the top stands the day's date in large type; 
. below it, an Spp. sheet for 
the day marked. off by “hours. and 
half-hours; then comes a convenient A 


T 3 f $ à A 

Fill in and post this To 
coupon to-day for full 
description and prices - 


* 








4 Name n 
| Address Z 


Calendar for the current, past and next months; 
below is a big sheet for the day's memos, notes 
and reminders; there is one of these. large sheets 
ior very day of the year, giving ample room for 
all records, As one long-time user says, “It is the 
one indispensable desk assistant for every busi- 
ness man.’ dud 


a a e m n i e l e m e e 


i To SHAW PUBLISHING CO., Ltd. f 


6 Carmelite Street, London, E.C.4, ! 


2 avitliout obli ij wi d and 
ith prices, of th 
















39 ST. JAMES'S 








These five salient features are included for 
the first time in any machine, although 
the usual Calculating Machine features are 
incorporated, and the keyboard conforms to 
standard design as universally accepted by 
Business Houses and Banks. 


l. ERROR DETECTION 

Faultily operated keys remain half depressed. 
The operator therefore knows exactly where the 
mistake has been made. 


2. ERROR RECTIFICATION 
This becomes automatic without cancellation, 
which permits speedier operation because of 


continuous calculation. 


E: Pur 


LONDON 





3. TOUCH 

is smooth and even, specially created to be “the 
touch the operator likes." E 

4. RESULTS . 


These are shown in a continuous panel, which 
ensures accurate reading of totals. Sums may 
then be read off as in one aperture. 


5. COMPACTNESS & PORTABILITY 

Being the smallest Full Keyboard Calculator, it is 
easily transportable, requires the minimum of 
desk space, and has no electrical leads. 


wholly “manufactured in England by Duo 
COMPUTATOR CORPORATION” [fh 


39, ST. JAMES'S STREET, LONDON, S.W.L. (rev. REGENT 1532) 






O far as this company is concerned 
‘trimming it down to à war-time 
c economy has nof been a matter 
solely of expense-cutting. On the con- 
trary, there have been things on which 
we have deliberately spent money when 
other views might have suggested 
severe retrenchment. ; 

‘Before the war our company was 
| doing: very well indeed; but; we, were 
^matiuiacturing and.selling a special ; 
—of à mechanical mature at 
qiite obviously going to be much. hit 
by war conditions. 








AS is always the case in De 


selling, “however, our sales” staff and 
our customer connection | had been 
painstakingly and expensively built up. 
"For example, before one of our sales- 
men went out on the road on his own 
account. we` lad. spent, not a few 
pounds, but«at least. three or four 
<= hundred pounds on him. And our after- 
< sales -service to customers was a very 
comprehensive and costly thing to 
maintain. : | 







Economy Not to Upset Ex- 
pensively Built Goodwill 


In fact the’ whole of our organiza-* 


tion was run on lines that were the 
reverse of parsimonious. We have al- 
ways been believers in a policy of good 
pay, good conditions and the most 
generous possible treatment for every 
member of the staff. 
It is this policy that enabled us to 
p an extremely efficient, profit- 
able and. happy organization. When 
"war broke out, therefore, and we saw 
clearly enough that our activities in 
he ‘specialty. field would have to be 
curtailed we decided that this curtail- 
iust jeopardise as little as poss- 
quality” and the goodwill of 
the organization we had built up. | 
Our plan of economy, therefore, was 
devised with a view to post-war times. 
We visualised a quick, strong re-start 
whenever the peace may come and 
naturally realised that this could be 



















achieved only by holding our business. 


together, nursing it along so that at 


iutting Down Costs 















Without Undermining The Busin 


The MANAGING DII 








Of a Well Known $ pecial 
and Selling Organization 3 





**Over many years we had painstakingly and expensively built 
an efficient, profitable and happy organization. 
our volume of. costs our war-economies have not been alloy 
attack the morale of our personnel At the back of our cer 
. has always been the longer view: we must be effici ient andi 


"when the peace comes." 






the end it would be as healthy and 


vigorous as conditions permitted, 

Obviously, therefore, with a long- 
term. optimistic plam. such as this in 
mind, ruthless cutting down at the 
eginning of hostilities was not to be 
thought of. ° 

What we did, therefore, was to re- 
view our immediately prospective 
market and decide what fraction of 
it we would endeavour to hold. In 
this, we were governed not only by an 
obvious reduction of the number of 
customers but also by the number of 
our younger salesmen who would be 
called into the Services and by the 
Order limiting the supply of raw 
materials. 

When this survey had been completed 
we released at once all our salesmen 
who would be called up in the imme- 
diate future. We paid each a lump 
sum equivalent to two full month's 
average eatnings and guaranteed to 
each a weekly bonus for the duration 
of the war and his job back agam 






when the war ended. This policy. m 

fact, is applied to all me ers of our 

staff joining H.M. Forces. . 
This planned reduction in "sales 


volume.naturally meant a proportion- 
ate reduction in manufacturing and 





akik this firn is now engage 
omitted to reveal the identity of the concern 
































ECTOR 








Manufac tering 





While red 


ur 









clerical staffs. 

When this adjustment 
we had a smaller, more 
ization which we wer 
maintain at the high 
standard, 


We RAISED Wages When Other 
People Were Cutting 





We had spent se 
staff we had dispe 
decided to spend. som 
body who remained. 
stantial rise. 

This policy was in sharp 
that bging widely practice 
when salaries were th 
mies” made by so many 

Since that time we. } 
been busy devising ect 
to reduce expen 
been constructive ec 
Į call negative on 
ducing salaries, wages 
to staff. 

The rising cost of raw 
one of the first things s 
offset by economies and 
this should be done by 
so reducing, the methox 


» 























jetting the Staff: to Provide 
= Cost-Cutting Ideas 








ae“splash” story about this offer and 
urged everybody, especially those in 
^sthe. factory, to use their brains in this 
direction of reducing costs. 

The response was very good indeed, 
onlv-in the net usable results but 
i the volume of ideas received and the 
istancy: with which they were sub- 
tted. So many schemes of this kind 
tart with a.flourish but peter out as 
£ goes On.- 

used “our. house 
; the enthusiasm 


magazine for 
alive. “Phe 








"Dat ails of ae 
deds, were also published in 
ther with the amount of 


s paid. The thing became a sort 
tandard competition and there was 





lerable rivalry between various 
iections of the works. 
Jne very good suggestion: was 


brought in by a member “sf the:sales 
staff This salesman had made careful 
nguiries among a wide range of his 
customers Asto the 
therwise) of a small fitment we had 
ways been rather proud of as a re- 
finement. The salesman had collected 
miple evidence that the fitment was 
Hot necessary and that its omission 
would in no way affect the usefulness 
f ihe product or the volume of sales. 
Abandonment of that fitment gave us 
şi vingi of two shillings per 








i as on ihe basis of a salesman's 
gestion, too, that we worked out a 
ystem whereby, as a purely war mea- 
sure, salesmen should combine some of 
the "service" calls; formerly. carried 
out by speci 
of account ‘collection, - E 





number of 
4 re formerly 
ther difficult to get dn: (b) a reduc- 
tion in the costs of service; (c) it has 
; € salesmen <a firmer and more 
te ‘contact’ witha great number 
eir customers. 
of the work of consolidation 
ing for post-war business 
tter is a valuable contribution 
or the future as well as a pseful 
economy now. 


j 'his One Suggestion Has Revolu- 


tionised Our Business 


r collections . of 















But the best suggestion of all, one in 
fact that almost immediately put an 
entirely new complexion on our whole 
business, came from one of our 
engineers. 

Its nàture cannot be divulged for 
reasons that will be obvious, but it 
fe about in this way: 
We had always been rather con- 
cerned at the manufacturing cost of a 






, Hi our house magazine we published 


pin; the 


usé fulness (or. 


lservice. men, and .also that 


‘This has resulted in (a) quicker and . outcome Bt policy of af ending Hang 


cür- 
s “had 
for 






pepiodically - to be 
customers, : s 

We had often and often tried ther 
ways of making this part but nobody 
succeeded ine discovering a satisfactory 
and less costly method. But under the 
stimulus of the double award plan one 
of our engineers got busy on his own. 
He told nobody what he was doing and 
one day he came jnto my office and 





































"put down on the desk a perfect part: 


it looked a little different but was 
obviously perfect and his report 
showed that the cost had been reduced 
by five-sixihs. 

The basis of this discovery was ‘so 
ridiculously simple—‘so b— childish” 


-—as he himself described it that it was” 


some time before he would tell me his 
method, When he did explain, I might 
say we nearly sat down and wept.. But 


still; its always the way, its the simple. ^ 


ideas that revolutionisc our lives—and 
make money. The "wave" in the hait 
"safety" of the safety pin; the 
tag on the boot lace all made vast - 
improvements in the 
great fortunes as well. 


Afiyhow, as [sat looking at this: 2 
latest idea ^of ours I could see not. only. 


the solutioti- of one of our own imme- 
diate problems and a great redüction 
in costs, but I also visualised that the 
method could be applied to other things, 
notably to certain armaments: now: be. 
ing manufactured i huge quantities. 
To cut the story 
saw us with-our first Government con- 
tract. Today, o our factory and staff are 
double the size th 








contracts keep us working night and 
day. ` 


This Achievement Was Result Of : 


a Generous Policy. , 
. That development, then, is really the 


to economise. It might*have seemed: 
more logical to some executives to cut 
out such “frills” as payments of money 
for ideas at a time when business 
might be expected to contract instead 
of expand. 

If we had cut out our rewards scheme 
for suggestions: or even if we had 
left the scale of payments as it was, 
I doubt very much if that particular 
discovery would have been made, 

Peoplé cannot be expected to in- 
crease the exercise of their brains, 
their interest and their energy if the 
recompense for so doing is cut down. 
The. whole psychological factor is 
against. it. 

“Among other economies that: we five 
made, economies not so múch of the 
one-shot. character but of the type 
which will be strictly applied for the 
duration, i is the control of expenses for 
service. Before the war this was a 
heavy expense and was unde 
supervision-of.a Service M: 
Hio he worked i in co 








“Manager. © 


< product-eand - 


iort a few. months- 


were in our pak -a 
periods pre-war, and our Government . 


e sumption. o 





De 1 entirely: 
under: the 
sales Manager's 
department; sand. must conform to a 
budget worked out jointly by the Sales 
and Service. Managers. 


Much Tighter Control Now Ót 
‘ Petty Expenses 













Petty expenses in service work have 
been ruthlessly pared down—not in a 
parsimonious way—-but by means of 
the plan whereby our salesmen can do 
a good deal.of the service work. A 
tremendous amount of spending on 
men's time and travelling has thus been 
avoided, 

Every petty expense for service, even 
if itis only remotely related to service, 
has.now to be approved by the Sales 
"This arrangement is saving 
the rate of many hundreds a year. 
ur stationery: involved, in service 
has. been cut by 50%. We had 
| see. “that now. 
It our’ service 
idable section. 
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Incentives 


How they Really Speed-up Producti 


Popular Fallacies 


Misunderstanding of the Purpose and Method 


Time 


Study has built up against it a wide prejudice that is 


entirely false. Employees’ suspicion of it is wholely due 


to this misunderstanding. 
totally wrong conceptions of it. 


Many employers, 


too, have 


Similar widespread ignorance about Wage incentives has 


fostered the delusion that they 


are refined forms of 


slave-driving by which the worker can increase his earnings. 


only by magical skill and exaggerated effort. 


This Article Explains 


J^ 


What.Time Study and Wage Incentives really are: what their 
purpose is, and how it is achieved. It shows clearly that 


factors are improvementS ‘that build effictency which, in its t 


directly benefits both employee and employer. 


By K. ITALIENER 


IME study and wage incentives are 
A c often misused terms, veiled in 

a cloud of misapprehension. "Time 
study" does net mean tbe more or less 
haphazard recording of a time deemed 
essential to accomplish a certain amount 
of work based on observations oí past 
performances; and "wage incentives" are 
not a refined form of. slave-driving by 
which the worker can only increase his 
earnings by extraordinary skill or exag- 
gerated effort, 


This Sets the Whole Basis of 
Proper Wages Payment 


Measuring the time taken might be use- 
ful, but it has nothing to do with “Time 
Study" in the broadest sense of the word. 
This expression is misleading since it does 
not cover all the conditions involved. It 
might be clearer to substitute “Method 
Study” for it. But whatever the name, 
such studies must embrace the following 
elements : 

^ Analysis of working methods 

2) Study of materials and machinery 

(3) Observation of con- 

ditions 

(4) Time measurement ' 

By establishing records for the elements 
of time study, the fundamentals of wage 
incentives have been laid. But how are 
they figured out? Whether one of the 
orthodox wage systems is applied, a 
special system invented or a combination 
of several methods used, is of secondary 
importance. The chief fact remains that 
clearly defined accomplishments, attained 
by tested and controlled working methods 
in conjunction with properly functioning 
machinery, will be paid for according to 
their determined value. 

In other words, wage incentives imply 

i 


surrounding 


^ 
something more than crude methods of 
speeding up workers. While it certainly 
remains the duty of the worker to apply 
his ability to the full, management has an 
obligation to provide facilities to enable 
him to attain or surpass a standard per- 
formance. " 
A elictum of Lord Kelvin's, originally 
applied to his own science, and nowadays 
adopted as a creed of management, is as 
follows: “What you can measure and’ ex- 
press in ciphers—you know, but what you 
cannot express in ciphers there your 
knowledge is unsatisfactory and in- 
complete.” 


Thus the Worker Can be 
Shown HIS Benefit 


Thus only after we have learned to 
measure, and measure accurately, will we 
succeed to impress upon the worker that 
time study and wage incentives are not 
onesided innovations to benefit the capital- 
ist at the expense of the worker's earn- 
ings, but improvements mutually adopted 
to increase efficiency. Therefore it does 
not seem comprehensible that employees 
should protest against superseding rule- 
of-thumb methods, based on the arbitrary 
judgment of individuals, by a thorough 
analysis of shop operation methods and 
the relative conditions. It would not seem 
possible were it not for the large number 
of failures which have been recorded. It 
will thereforegbe useful to analyse the 
causes of such failures. 

Industrial production may be grouped 
under three headings : 

(a) Manual work, supported by tools 

(b) Work. on machines (semi-mechan- 

ised methods) 

(c) Mechanised methods, whereby the 

worker is needed only for quper- 


visory functions or 
in a human chain 

Obviously, the speed 
manual work is performe 
the ability and industry of 
worker, On the other 
which mechanised work ts 
governed by factors out of 
the operator, 

This latter type of operat 
least trouble as it presue™ 
technical standard and «uc! 
mechanisation of the worki 
that the productive capacity 
by the construction of the m 
in the two other categories 
human factor predominates, th 
reconcile the ideas oí 
as to output and re 
cotintless difheulties, They will continue 
to do so until we have learned to measure 
not only the fime erform a 
certain job, but th« ich 
influence*its performance. 


How The Employer May Look 
Atit — 


The employer's object—tha 
crement of output—could he 
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eur Stop-Wa h Prowling Is 
Doomed to Failure 


, An intelligent young man is told tó watch 
one Operation after another in the shops 
and to put down the time it takes to per- 
form them. This venture is doomed to 
“failure, We will therefore not follow it 
further but rather analys the: reasons for 
its failure, 

The ‘reason for introducing time study 
was, as we have seen; the Thanagement's 
suspicion that the workers were not put- 
‘ting forth. their. best. efforts, in. spite of 
being paid by piecework. The*reason why 
"hey are doing this is not laziness orun- 
willingness, but the knowlëdge .thatif they 
ceed a certain- income the piece rates 
ill be cut, or that if it is found that the 
scan be done i in a shorter time, some 
kers will be dismissed. 

+ Fundam ntally;: othe cause of all these 
difficulties is the unsatisfactory fixing of 
piece rates, | 

Suppose the time study man discovers 
how the operators are stretching the work 
—how. can he ascertain the. amount of 
ework which could and should be accom- 
plished? The best he can do is to “esti- 
amate" an^róximately the minimum time 

















tight. 

Piece rates fixed by such doubtful in- 
vestigations, followed by low earnings, are 
sat the bottom. of most. of the prejudices 
against the use of the stopwatch. Such 
attempts are absurd and bring into dis- 
repute all work in which the ‘stopwatch is 
used: Moreover they justly excite the 
contempt.and opposition of the workman 
and create a traditional aversion. The fact 
that. the antagonism of the worker is 
“aot roused by the method by which wages 
care fixed but by the ‘disastrous influence 
of misdirected energies exercising their 
influence upon his earnings and his health, 


The Proper Way to Examine 
Each Work Unit 


To overcome these difficulties there is 
only one course of action. The manage- 
“ment must for every piece of work be 
“able to— 

(a) Accurately fix what time of per- 
formance it should require in the 
broadest meaning of the word 

(b) Recognise the technical conditions 
to be fulfilled 

(c) Give concrete 
execution 

(d) Measure the workers’ efficiency by 
established. standards, 


The setting of a clearly defined task to 
3e achieved involves nrimarily a thorough 
: investigation of the work and the stan- 
-dardising of the methods to be employed. 
The stopwatch čan assist while evolving 
anethióc 
determine - 


directions for its 


he: time required to do the 
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required. His guess may or may not be 


but at should .only be used to: 


Best methods" have been: 
efficient machinery and tools - 


Good Lishting: 


Broadcast Music: What Kind Helps Most? - 


How To Prevent Colds and Flu Among Staff | 
‘How and Why We Planned Our Canteen j 
What It Means to Executive and Worker 
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provided. 

The same thing applies to other modern 
methods of time recording, particularly 
the motion picture camera. Well applied, 
all of them are usegul and even indispen- 
sable tools, but decidedly too much im- 
portance is attached to them. 

Over 25 years of organising activity has 
taught me that the more we advance our 
present.state of technology, the more our 
private and business lives are mechanised, 
the more attention should be paid to the 
human factor. 

The factory worker therefore must be 
studied both subjectively and objectively. 
Subjectively, his first and closest contact 
with the time study man is in the shop. 


What SORT of Man Should 
Make Time Studies ? 


Much has been written about the quali- 
fications required by this individuel, and 
should anyone be found possessing all the 
qualities deemed necessary, he would no 
doubt soon advance from time study man 
to general manager. The very existence 
of this large amount of literature proves 
importance and difficulty of choosing the 
most suitable man. * 

In my opinion the best type of man for 
time study work is one coming from the 
family of a foreman or skilled worker, 
who has attended a good school and 
learned a trade, but not necessarily the 
one he is now going to observe and to 
analyse írom quite a different point of 
view. Essential qualifications are a tdthni- 
cal education and a personality which sefs 
him slightly above the factory workers. 

The aversion of the worker would be 
roused from the beginning by a highly 
qualified engineer belonging to the capital- 
ist class. But if he feels the time study 
man is one of his own caste he will not 
raise objections to his "interference." e 

Applied psychology algo plays a part 
in removing the worker's opposition. A 
time study man should never bear this 
name. He, like the workers, must realise 
that the ultimate fixing of the time used 


Don't 
; Make. This Error 


The wrong type of man put on to make 

Time Studies has 

factor in creating workers’ opposition. 

This psychological point is of great im- 

portance, Above, in this column, is the 
reason. 


been a powerful 








for a job is unimportant, in comparison 
with the preparatory work he has to per- 


form. “He may function as a manager's 
assistant, efficiency man, machine control- 





Teror w hat you will, but neter às a. time 


study man. , 
<The worker's 


Reine as an object will 


depend upon his nerves and temperament ; 
where possible, therefore, a person with 
strong nerves should become the focus of 
attention. And what should be his work- 
ing capacity and ability in comparison 
with his fellow-workers? Is he to be ex- 
ceptionally good, moderately competent or 
merely average? Is it better to confine the 
study to one operator, or to extend it to 
several and take the average? 

Whoever it is one must gain his con- 
fidence and make him feel that he is to 
be treated fairly. But no words will con- 
vince him, only facts—facts concerning his 
personal effort and his pay envelope. Thus 
standards established must prove to him 
that they are just and attainable. But this 
can never be achieved by averages. My 
experience, has taught me to beware of 
averages in anything concerning manage- 
ment, especially averages of performance. 
They may have a certain value to find. out 
how long it takes at a certain moment to 
perform an operation, but what we must 
aim at is to know how long it should. and 
must take, in order to ascertain "what is a 
fair amount of work a man should accom- 
plish." This.can only be done by making 
genuine time and method studies embracing : 

(1) Equipment (machinery, tools, fix- 

tures, etc.), to determine their adap- 
tability to the work in hand 

(2 Working conditions, such as light, 

heating, ventilation and general sur- 
roundirigs 

(3) Supply of raw material 

(4) Removal of finished parts 

(s) Materials to be worked 

(6) Working methods 


Only after having studied the first five 
points thoroughly should one approach the 
last and most important point, 


Time Study is Impossible Without 
This Condition . 


Having reached this stage the working. 
conditions should be analysed, reduced 
into the elementary operations and. then: 
the best method of operation be built. up. 
Each element. should be examined, - “on 
these lines : So 

(1) Why is it being. done? 

(2) Is it necessary? 

(3) Is it being done in thebest sible 

way? S 

(4) Can it be combined with another 

element ? um 

(5) Is it being pertormed in the, right. 

sequence? 


Until the best melio has 
and recorded it 48 usele 
to jS. time ops 
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MANAGEMENT. in the War 








HOW WAR OUT- 
PUT IS HAMPERED 


E planning our articles so that they 
provide the kind of information our 
readers need we constantly have to 
work on the question "What problems 
are management most concerned with 
today: what are executives carrying 
in their minds for immediate considera- 
tion and action? 

Before the war these problems were 
always of a business character and 
could be tackled and surmounted by 
business experience and enterprise, as 
our articles showed. 

Since the war, however, manage- 
ment has come up against something 
quite different. It has come up against 
the red tape entanglements of bureau 
cracy. More and more, executive ex- 
perience and energy has had to expend 
itself in the meshes of this Government 
control. 

A good summing of this condition is 
given by the following letter written by 
a Midland Manufacturer and published 
las: month in the Daily Telegraph. 
The writer refers to factory Managers, 
but not only factory Managers are 
aff cted. In the smaller and medium 
time and 


size concerns the brains, 
temper of the whole executive are in- 
volved. The letter says— 


ACTORY Managers should be 
cerned with production only. Instead, 
we seem to spend our time interviewing 
Government representatives, inspectors, 
factory inspectors and going through 
multitudes of Government returns, reports, 
and new regulations, 
We.have to, deal with inspectors over 
shelters. Factory inspectors insisted upon 


con- 


hurricane lamps, but another inspector 
barred them, We had to camouflage our 
factory, and after it was done we were 


told it was unnecessary, after all. 

We were told to paint over all our 
glass; later to strip it and have shutters. 
Then we had another specification in- 
volving roof curtains and fabric to pre- 
vent glass splinters. Later we had to use 


wire netting. After all this expense Mr. 
tevin wants to use up his unemployed, 


once again changing our methods. 
Every factory manager knows the difh- 
culty of light obscuration, and once again 


we are going to risk fines for ineffective 
screening by using more screens extremely 
difficiflt to use. And this at a time when 
the hours of work without artificial light 
are getting fewer. 

Then we have to guard our factory 
against intruders. We have to discuss 
these matters with the police and military, 
who decide that our guards must have 
rifles, They must be men known to us 
for years as loyal citizens. So we have 
to lose good men from our Organisation 
to become gatekeepers at 1s. od. per hour. 
Now we have to deal with aeroplane 
spotters, and this will no doubt mean more 


time to deal with Government official 
repgrts. 

We have to control stocks and keep 
them apart for certain Government. de- 


This in turn involves additional 
labour and expense, We have to sign pro- 
gress reports, We are harassed by tele- 
phone calls from departments insisting 
upon speaking to principals. Then, periodi- 
gally, we have Government auditors to see 
we are not making profits, and each one 
wants to be safisfied on points which take 
hours of our time in explaining. 

e Asa last straw, we are expected to join 
panels for the quick repair of damaged 
premises and give time towards organising 
this effort, Meanwhile, our job of pro- 


partments. 





FINANCIAL 


Making Your 
RESERVES MORE LIQUID 


Types of Insurance that enable 
you to do this quickly 


Page 30 


PREVENTING COLDS AND 
‘FLU PROM GETTING A 
START 


Every Management is vitally 
concerned with this precaution. 
It costs lile: Means so Much 

Page 17 





duction has to be relegated to others, and 
we have become mere receptionists for 
Government representatives 

Why not leave us alone to do ous job? 
We, who are supposed to lead the indus- 
trial army into the Id greater pro- 





duction, are holding telephone and 
signing forms, and we are far too Busy 
dealing with red tape to do our ordinary 


job, We are 
cannot get on 


willing to work, but we 


"LEND' YOUR 
TRAINED ROOF- m 


N°! all firms ca: services 

tramed aircraft potters' 1 
take duty on the rooi n areas, 
however, where several s ar 
located near together and 





one of the firms can have trained ¢ 
experienced spotters hri 
would help enormousls it woul 
arrange, for the benefit of the others 
to signal with a red fla he n 
imminent" or “ p" 
li a small mast wer mro ntl 
fitted where the red flag coul )C ru 
up and down by the 
duty, all that the neighb 
need do would be ti et 
keep an eye open for the f [hi 
would be a far better arrangement tha 
that under which 
employ as their own spotters 
willing and consciencious of 
but quite untrained and inexper 
in identifying aircraft 
their movements, 


INEXPERIENCED SPOTTERS 
WELLMEANING BUT COSTLY 


W* have con ross evere 
instanc wher ! 


inces whe inexperience 


passi 





sound the 
the moment they s« , nd of air 
craft reasonably clos r ar 
suspicious noises such as t falling 
shrapnel. 

Make no mistake i his 


spotters 


business of 
extremely 
difficult one The 
"go" over five 
engaged on vitally im 
not a thing to be i 
the spotter, 
or ignorance, unn 
shops He is holding 1 
the other hand, if 
fails to interpret th 
enemy H.E. crash: 
it's too bad 
UNFAIR TO STAFF, T00 
ARP it's 
peopl loyally, uds 

unless you have ] ed t vit 
the very best hk 
obtainable 

On the other vitl 
employees’ faith and cor nce 
resting on thor 


spotti 


responsible 


ictmg t 
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"y i tte 
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he frst hae er Pane a greater 
of orders than can be handled 
Pici and whistles In the 


or to do anything 
in a QU reaction than 
sounding of a buzzer or 
„which involves the. mental 
f reacting: to its meaning, 
In thé case.of the spoken word "the 
aning is obvious and, in the hands 
of a. good. Head Warden, the tone of 
voice can convey confidence and lack of 
care, Furthermore, as our W—— 
actory has already discovered, it was 
possible immediately after a very heavy 
plosion which Tocked. the w hole 
p emi s (during which, by the way, 
e. people. were. ünder cover, except 
jose on duty and were not ‘working 
rough’) for the Head Warden: to 
a-steadying word on the loud 
ers. which did a great dgal of 
-at & critical moment. 
dy, it has become our practice 





































giving a ‘Second Air Raid 
or ‘Lie down’ order to 
anounce on „the hn p E a brief 


x Ded. more eins than 
ing either bells | or — buzzers 
dicaüng that the people can return to 
irk: They do not like being treated 
as machines and to respond to the 
ressing of buttons. but they are quite 
-willing to be led, and this can best be 
done through the spoken word.” 


PERSONAL LEADERSHIP 


THE PRIME NECESSITY 
ONTINUING, this executive em- 
phasised : “In any attempt to work- 
hrough during air raids the success of 
he plan depends absolutely on the 
confidence of the workpeople in the 
anagement, the head warden and the 
spotters. It is par excellence a 
stion of personal leadership and not 
e posting-up of notices and 
orders." 


MORE TRAINING: URGENT  , 


S regards the training of spotters 
"or observers, it is sincerely hoped 
hat the recent announcement that 
"The RAF. are willing to train 
bservers" "will develop more rapidly 
ito. concrete arrangements, and that 
measures will be.taken to acquaint the 
anagements of big factories with the 
urse of events during air raids so 
as to help them to form a right 
udgment with regard to working 
rough—especially at night. 

__ dt is known that the Factory Defence 
ction Gf the Ministry of Aircraft 





may 


T “that they 
must regard the factories as a vital 
first line. of the country's defences and 
that they are moi just a civilian 
. Organization only distantly connected 
with the wgr. 


MARK DANGER POINTS 
A FAMOUS glass works has notices 
posted at all “dangerous parts of 
the factory, inside and out, urging: 
“In a Raid, Don’ t Stand Here, Proceed 
to shelter... 

This is a specially valuable injunction 
to people other than the staff who may 
be in the neighbourhood. In these days 
many people do not go to official 
shelters; a caller therefore might easily 
take up his stand at a point which, 
while appearing to provide good cover, 
in fact be one of the most vulner- 
able or dangerous points of the building. 

In big firms even many members of 
the staff don't know the danger points. 
These warnings where mof to take 
refuge, therefore, are as important as 
direetions to shelters. 

Obvious things from which people 
should be warned to keep far away 
during raids are vats containing acids, 
etc, all heat-treatment processes, stocks 
of oils, chemicals, gasses, etc., etc. All 
such localities should be placarded 
"Don't Stand Here." 


A POINT FOR MAN- 
AGEMENT POLICY i 


A! least one good thing is coming 
out of the ‘need to have squads of 
staff doing all sorts of A.R.P. duties. It 


-is breaking down that class-conscious- 


ness which in the old peace-time days 
set such barriers between works staffs, 
office staffs and management. " 

Today, the tin hat and respirator 
have levelled out the statistician, the 
order clerk, 
truck driver into a team of solid good 
fellowship. 

This is something .of very great 
importance for management to consider 
and work upon. Now that such a 
magnificent start has been made there 
should be a deliberate management 
policy to foster this get-together spirit. 
It is a factor that is going to be of 
major importance to the future of 
industry. É 

There are scores of little ways 
which this new tendency can 
cemented into the bed rock tradition of 
the company. And the “higher ups" 
among the executives can db more than 
anyone else towards consolidating it. 

The element of common danger of 
course is the thing most responsible for 
this sincére collaboration of all hands. 
The aim to work for, therefore; is the 
preservation—the extension, rather—of 
this new human spirit after the danger 
will have been passed. ^ The old 


in 


the sales director and the , 


be- 


mere politics, It’s 

It's humanity and plain d sense, 
will make for better relationships and 
happier lives in the times to comes 








WAGE REVISIONS TO 
MEET COST OF LIVING 
STEADILY widening. range of 
employers is putting into effect a 
revision of salary rates to help meet 
the increasing costs of essentials—the 
‘cost of living.” This is being done in 
various ways including a payment 
governed by the cost of living index 
and/or according to size of families. 

From a comprehensive analysis of 
the wages and salary revisions made 
this year by 37 well known firms it is 
seen that 23 pay a fixed sum, three of 
these also give a percentage increase on 
salary ranges. Ten others give per- 
centage increases; four others give 
variable allowances based on the cost 
of living index. Only one of the 
companies includes a proviso of length 
of service with the frm: 

An upper salary limit is fixed beyond 
which employees receive nothing extra: 

Typical examples are: 

Firm A: 5% extra on all wages up 
to £4 15s. and, in áddition 2s. per week 
to all employees under 16. 

Firm B. 4s. per week to each male 
employee up to £300 p.a. salary limit; 






2s. 6d. per week to. each female 
employee to the same limit. 
Firm C. 2s. per week to each 


employee of 18 or over, plus (where 
married) 1s. per week for wife and 1s. 
for each child under 15. To each 
employee under 18, 1s. 6d. oe week. - 

Firm D.. Lump sum of 50% of one 
month's salary "to help n extra 
taxation and cost of living." 

Some of the larger firms showed 
rather more graded. and complicated 
scales, but the object is the same in 
principle: to help workers at the lower 
end of the salary scale to meet the 
rising costs of essentials. 





DAYLIGHT SHOPPING 


ESSENTIAL FOR STAFF *. 


HE still earlier closing of shops 
accentuates the difficulty of em- 
ployees' shopping. Shopping - must be 
done and arrangements to make this 
possible have become a very important 
point in personnel management. Trans- 


port difficulties, the blackout and, in 
some areas, the early .start of the 
evening. "blitz" are things to be 
considered. 


‘In fact daylight shopping has become 
essential. Every firm has its’ own. 
particular" needs. and conditions to 
study, but there is no question about it, 
some sort of rota to permit daylight 
shopping has got to be arranged this. 
winter: to be arranged now, unless 
you have already seen to it. 


















x ,unemployment figures is a blunder. 


.Coast ports has led 


Y prediction of last month has 
been quickly fulfilled. The con- 
sumer is buying 25696— 3066 less 


“than a year ago, doubling the reduction 


in. August. 

"The fall in consumer buying is very 
welcome. But the changes in regional 
buying-power are startling. West- End 
and Central London shops sold 18:86% 
less in money than a year ago: wih 
the 234% rise in prices, this means a 
fall of 42-166. Volume of Food sales 
fell by 53366. But the suburbs did sur- 
prisingly well. 


Scots Are Buying 
More Than Others 


LLOWING for rising prices, Scot- 

land is buying more heavily, as 
compared with 1939, than any other 
part of the country—sales up by 133%. 
In the Midlands and South Wales the 
increase in cash values almost exactly 
balances higher prices—23€6. All over 








the provinces the shadow of the Pur- 


chase Tax put up sales of clothing : in 


“Central and West London they actually 


fell. Evacuation of some South East 
to a fall in the 
buying power of the Southern area. 
Both Scotland and the reception areas 
show heavy buying of furniture, fur- 
nishings and hardware by families 
whose homes have been destroyed. 
Rise in stocks is partly due to Gov- 
erument policy of having goods (food 
especially) as widely dispersed as poss- 
ible, to re- "stocking by retailers after 
last autumn's heavy stocking by the 


.middle-class consumer, and. to rising 
"5 prices. 
‘retailers’ food stocks by 50% is sur- 
prising. The October figure should 


Even so, the rise in Value of 


show a considerable fall, due to cutting 


v. of supplies, 


-The stoppage of publication of area 
As 


&.cover «for the bureaucrats? inability 


^to switch men over from peace-time to 
¿war-time jobs, it may be very neat: 
.a protection against the enemy attack 


as 


it 1s ludicrous. Why are Labour Mini- 
sters so willing to. shield Civil Service 
incompetence that damages not merely 


the war effort but their own workers? . 


Exports Are Rising 


À Despite Blitzkrieg 





l () ERSEAS trade figures for Sep- 


tember are surprisingly good. Des- 


pite three weeks of Blitzkrieg (and 


allowing for the fewer working day 8), 


E 


| he Bureaucrats are 


Driving. Us 


Buying Power Shows Some Sharp 
Regional Changes says CECIL CHISHOLM, M.A. 






Towards INFLA' T 





we did 3:366 more export,business and 1937 —: 100 
secured safely but 8°4% less imports: 
Of course exports are valued fob., 
imports c.i.f., so that cargoes failing to 
reach their destination abroad are not 
allowed for. Even so, the figures:are 
most encouraging. We exported more 
cotton goods and machinery, less coal, 
iron and steel. 


Shipping losses for the first few- [E 
weeks have been serious again. Their | 
effect on the total of our ov erseasSrade 
cannot be overlooked. Per contra, our 
acquisitions of merchant tonnage since 
september 3rd, 1939, are colossal: 

2,000%00 tons from Holland,. 3,750, 
from Norway, 500,000 tons from B 
gium and Poland, 1,208,000 tons cap un 
tured, 750,000 tons on time charter, 
total 8,208,000 tons. Our own allied 
losses (to September 29th), amount to 
2,165,000 tons. So we have welt over. 
6,000,000 more tons of shipping now 
than when we started, allowing -for 
over. 950,000 tons of shipping built here 
or bought abroad during the past four- 
B: months, 


| Thousands £s 










TOTAL 
IMPORTS 


Thousands £73 


has to be remembered that these TOTAL : 
gaibs of tonnage from enemy countries | DOMESTIC 
can hardly be repeated. We must now EXPORTS B 


depend on our own, Dominion and 
American yards, If the Navy can re- 
duce the present figures a little, we 
should be able to maintain our present 
level of imports. Delay due to longer 


Thousands £s 


Voyages, slow convoys and restricted S 
port facilitiesfhere. or abroad are as YCISUEREDn © 
deadly in reducing trade as the REGISTERED 
Foe EMPLOYED 
Inflation Peril 
Must Be Tackled Thousands 
MEANTIME inflation remains the 

chief peril at home. The bureau- 
crats have clearly no conception what- | COST OF 
ever of how. restrictions, red-tape and LIVING 
delay are. reducing output or slowing 
up distribution, thereby unnecessarily 
raising costs, prices and wages. 1929 = 100 


The efforts of the Mines Department 
to deal with coal problems is the latest 
scandal. The levy of 6d. on every ton 
of coal given to the mining industry 
has grown into an increase of 1/9 per 
ton for the unfortunate consumer. 
While 11,600,000 more tons of coal are | - 
lying in stock in South Wales and in 
sh tton mills are 
kept so -short that many will be com- 
pelled to ‘close down, as they did last 
winter,. for Tack © uel! 


WHOLESALE `. 
PRICES | 


1930— 100 







































































DON'T see why business Bani 
should ever go back to quarto 
letter heads, except for perhaps 
) per cent P correspondence,” said 
head of a large manufacturing 
n to usin a pre interview. 
/ egan to make our paper 
“he said, “by putting 50 per 
of our quarto letter heads under 
e guillotine. The headed parts we 
ised for correspondence and the plain 
ore stitched up for memo pads. 
All our. executives were urged. to 
cé , nd dictate shorter 


ETS 





Our fitters quite pe atcóminiodáted 
even on part of a single side of the 
mall sheets. 

“Qur order for letterhead supplies 
iS'"now pretty well standardized at 
60-20 per cent. in favour of the small 
Sheets. Our printed heading was 
gned to the ris size". This 


sup lies of the fuil quarto sheets, and 
ery well too. 

k one point worth mentioning 
that, with the half-size sheets, we 


OME firms follow the very confusing 
practice of printing on their letter- 
1e more than one address without any 
andication as to which address the recipi- 
ent 1$ supposed to reply. 
vc Many days ago a letter reached me from 
a well known firm. Displayed with equal 
ominence under the name was the 
dress of (1) London Offices and Show- 
ooms; (2) Warehouse and Service Depot ; 
(3) Head Office and Works (also London). 
The executive signing the letter simply 
l signed himself as of the “Sales Dept.” 
: number 2 could be ignored for 
amy purpose ; but where was the Sales 
Jept.? It might be at the London Offices 
cat the Head. Office, there was nothing 
ate which, > 
I didn't think much about it 
but ma naturally replied to the head 


ty 
> 


[| say, after many days I got a 
The writer apologised for delay 
iy letter had been sent:to their head 
office by mistake, and had -had..to be 
issed on io him.” 
C Even now the writer didn't reveal his 
vhereabouts. Ignoring his delusion . that 
| bad beén sent to: his head 
where was „it now that it 





| See That Your Letter- 
Head Gives Clear Information 


‘From a Correspondent 


To o the Smaller Letterheads ? 


use the long «side as the horizontal. 
This enables typists to have full length 
lines instead of a greater number of 
shorter ones that would involve more 
manual operations of the machine line 
spacer. 

"A more universal employment of 
this common sense paper economy, and 
its continuance after the war, might 
affect the “standard size of filing 
folders and cabinets. These pieces of 
equipment might be reduced in size. 
And why not? It would be interesting 
to hear the equipment manufacturers' 
view on this." 

Ín view of the fact that it would prob- 
ably be impossible to abandon altogether 
the quarto letterhead the introduction of 
another size of filing equipment to take 
the smaller paper would be likely to cause 
mord$ complication than our friend real- 
ises. It would be chaotic to have corres- 
pondence in different size files. For ex- 
ample if a clerk was asked to get that 
letter from Brown & Co. from the file 
she would Árst have to remember af the 
letter was on big or small paper before 
she would know in which file to seek it. 

But still, reduction in the sizes of many 
products which it was at first. thought 





impossible to "monkey with" has been 
beneficially accomplished, so something 
even yet may be done with our letter 
paper. 

e 


was at the "Londoy 
Offices" address, and subsequent phone 
enquiry confirmed this. Mut what a silly 
business. It caused a good deal of extra 
delay, and the Post is already bad enoughe 


conclude that it 


$ave T Juice. 
o! 

8 $i me off when Not in Use 
THANK YOU 





Save our Jwice, 





The blackout demands 
artificial lighting : all the more reason to 
exercise economy of current wherever 
possible. This firm has attached the above 
appeal to all light switches 


greater use of 


: re printed on 
letterhead in. the same “style. type and with 
equal display value surely correspondents = 
at each address could have little stickers > 
"Please reply to Head Office,” or "London 
Offices" or whatever is necessary, 9 ~ 
If, on the other hand, a firm wants to 
centralise its correspondence and to have 
all letters come first to head office it 
should then (a) print all othér addresses 
in less bold type or put them in less éon- 
spicuous positions, and (b) provide a much 
quicker system for routing letters over to, 
executives for whom they are intended. 
It seems such an obvious thing to me. 





Advertise On Your 
Envelopes! 


HE restriction of paper for printed 
publicity matter is fostering the 
wider use of the space available on 
envelopes, A well known paper manu- 
facturer has, in fact, recently run an 
advertising campaign with announce- 


ments headed “Free Advertising 
Space," and the sub-head "Everyone 


must use envelopes so why not advertise 
on them?" 

The firm, of course, offer a service 
of ideas for envelope advertising. 

At any rate, there ds blank space on 
most envelopes. We leave the thought 
with those who have not yet corisidered 
this free, solus position. 





Save Batteries. 


SED torch batteries (and HT. 

batteries) are wanted. Firms are 
asked to provide receptacles and to urge 
all members of their staffs to put in their 
old batteries for collection. 

The Ministry of Supply has forwarded 
the following notes: Three firms are now 
actively working on battery recovery: 
The Major Manufacturing Co, 57 
Gracechurch Street, E.C.3; 

Ellis P. White, 27 Newington Causeway, 
S.E; 

E. N. Lyons & Go. 

Flint House, Epsom. 

These. firms are glad to buy both 
domestic torch and H.T. batteries, and 
will pay ten shillings a ton for lots of not 
less than one ton. 

It is estimated that 30,000 domestic, 
torch batteries go to a ton; or about 300 
of the H.T. variety. 

The present output.of batteries in this 
country is sald to be 200,000,000, Of these, 
ninety per cent. are torch batteries, ten per 
cent. H.T 

Torch batteries are more suitable for 
recovery purposes (a) because the carbon’. 
rods can be used again unchanged: the 
rods from H.T, batteries are too big and 
have to be cut down which increases the 
cost of recovery, (b) chemicals in the 
H.T. batteries are apt to corrode the 
zine, which is another useful raw material 
and can be used again. Es 

Only three firms in this country are 
making new: carbon rods, ard they are all 
full up with work for searchlights, Every 
other rod must either be imported from 
the U.S.A. or be recovered from old 
batteties, 

Last winter renee carbon rods were 
imported. from the U.S.A. in eight weeks, 
and even then there was a. shortage, 


Battery Makers, 


nbi 
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FHov to PREVENT Colds and Influenza — 
. Here's an Inexpensive but Effective Method — 


OBODY would deny that the «best 

thing to do about influenza is to 

prevent it. Unfortunately nobody can 
guarantee to prevent it. Nevertheless, „in 
the face of this epidemic that confronts 
us so consistently there is still too much 
of the attempt to cure it attitude and not 
enough vigour behind ways and means 
to prevent it. 

Because a full hundred per cent. pre- 
vention cannot be achieved that does not 
mean to say that some considerable per- 
centage of prevention is impossible. On 
tlie contrary, we can now, today, go very 
far in this direction if only we will, 


It Is The Small Firms That 
Have the Problem 


Last month in Business the medical 
officer of a world-famous industrial con- 
cern explained how he was preparing to 
prevent influenza amongst the 23,000 
workpeople for whose health he was 
responsible. 

That doctor prescribed, mainly, inocu- 
lation, Admittedly, inoculation is ex- 
tremely valuable, Not a hundred per cent , 
but very good, 

-But what's the smaller firm to do? The 
small firm cannot afford to pay for inocu- 
lation of its whole staff, and it's hopeless 
to try-and persuade people to have it 
done privately. In the average small firm 
l should think not more than one in 
twenty—probably  less—would have it 
done. 

Gargling was another specific advocated. 
Again, gargling is effective; but in the 
average firm who on earth is going to 
organise things so that the whole staff 
does it regularly several times daily as 
they should? 

In the big concern the medical officer 
or welfare supervisor can formulate a 
routine and see that it is adhered to. But 
the small firm cannot do this. 

Gargling, then, comes down to a matter 
of individual volition, and that's a pretty 


poor basis on which to rest any form of * matter that brings 


frequent regular treatment. People are 


Prevention IS better AND cheaper 


than Cure: 


any 


Here 


is a Plan 


Writes FRANK W. JARVIS 


On Behalf of The Smaller Firm - 


busy; they work on and forget all about 
their good intentions. You can't gargle 
in the office, you've got to go into tne 
lavatory: there's too much "bother" 
attached to it. 

But there is at least one,good preven- 
tive measure that overcomes most of these 
difficulties. It is cheap and does not in- 
volve a lot of people in a lot of trouble. 
It does involve some trouble, but it is a 
minimum and is worth it. I refer to 
atmospheric disinfection by spraying with 
germicidal fluid. 

By germicidal fluid | mean a properly 
approved product, not one of those fancy 
perfume essences that are quite useless 
for the purpose. 


An Important Factor is This 
Laying of Dust 


The germs of the common cold and ‘flu 
are air-borne, and the air constitutes a 
much better carrier if there is plenty of 
dust in it—as there is in nearly all fac- 
tories and most offices that are not per- 
fecely air-conditioned. The object of 
spraying the air with germicidal fluid is 
therefore a double one: (a) to "damp" 
all dust particles, fibrous matter and other 
solids in the air and thereby cause them 
to sink and settle on the ground and (b) 
by actual germicidal action to destruy 
any germs that are in the air. 

e Dy damping dust and other air-borne 
particles and gearing them from the air 
the spray also of course relieves ~tne 


throat and nasal passages of irritant 


on sneezing and the 
predisposition to colds. 





The only equipment needed for this 
precaution against illness is a simple hand — 
spray (atomiser) and a supply of the 
necessary germicidal solution. You, can 
get a big or little atomiser according ta 
your néeds; they are not dear 


Now as to the way of going about if 








To Do The Job You Need |: 
SPRAYERS 


]. You can have a simple ‘hand pump’ 
type of Sprayer with interchange- 
able jets giving 3 grades of spray. 


A Pneumatic type, also portable 
but larger, which gives a high- 
pressure continuous (instead of 
semi-intermittent) spray 


2 


A Lavatory type to fix on the 
cistern arm or chain and which 
automatically discharges each time 
the lavatory is used. This is 
specially valuable for lavatories in 
shelters, This type of course is 
permanently located in one place. 
It in no way substitutes for either 
0f the other types, but is supple- 
mentary to them. 





This is where a bit of organization is 
necessary because, if you are gomg to 
get out of this inexpensive measure the 
very effective results that cen be got, then 
you must make proper use of it. 


Spraying Practically Useless Un- 
less It Is Thoroughly Done 


It is quite easy to understand ‘hat m a 
dusty factory—or practically any average 
factory for that matter—at a time wiin 
epidemics are expected or have actually 
started it is quite useless to expect eftec- 


tive results from one or two perfunetozy 
sprayings of the atmosphere per Jay. The 
reason is, of course, that under these 
conditions the air is being recharged with 


dust and. germs far faster than it is being 
cleared. The germicide isumaking a losing 
fight of it all the time 

No, in the epidemic "season," which is 
just about to start, the atmosphere in the 
factory should be properly sprayed every 
two hours. And, on the slightest sien of 


even the mildest colds appearing among 
the staff the spraying should at once be: 
increased to an hourly operatior 

Some people advocate an hourly sprity- 


ing throughout the winter, but personally 


DETEN 


FOU 











ù 7z Fri apo 
oughly and ^ di only accept 
the need for such a precau- 
tion as germicidal spraying 
but should put its whole 
authority behind the estab- 
lishment and conduct of the 
plan. 

During the winter the ab- 
solute minimum spraying of 
individual offices, and offices 
containing oply 2 or 3 
people, is twice a day: ie 
immediately before — the 
offices are occupied in the 
morning and during the 


lunch interval. This winter 
niost offices will be closing 
by 4 pan., and many by 3.45. 

In general offices where 
many persons are together, 
hourly spraying is strongly 


recommended, 


In actually carrying out 


PTT. d gay: CEFET 
lockers, and on ‘to the telephone handpiece 
(which should be wiped afterwards). _ 

In general offices keep the spray (a) 
very high : as high as can be reached, and 
(b) on the floor. Alternate high and low 
shots can be made. 1f the floor is covered 
with any textile (carpet or mats) these 
should certainly be sprayed. 

Spray descending from the high shots 
does no harm whatever to the skin, hair 
or clothing of the occupants of the room. 
Nor does it harm papers or machinery 
such as typewriters, calculators, etc. 


Raid Shelters Must Be Given 
Particular Attention 
importance is the spraying of 


They should be sprayed 
thing in the morning, 


Of vital 
A.R.P, shelters, 
thoroughly first 
A spraying should be carried 


the spraying the aim must when empty, 1 
be to get the spray as high out as soon as possible after the congre- 
into the atmosphere as gation of people there for an alarm, and 
possible so that it has a always after the all-clear they should be 
long fall and can bring down sprayed again. 
with it any dust and other In crowded shelters more than in any 
particles, In this way the other place epidemics are likely to be 
greatest volume of air is spread. No matter how many times a 
cleared of solid matter and day (or night) the shelters have to be 
disinfected at the same time. occupied, therefore, the above routine 
The operator should re- shouldly be strictly adhered to, with the 
member, too, that germs addition of a half-hourly spraying during 
In conditions like this it is of course quite useless to lodge everywhere, sq that occupation if people have to remain under 
expect effective results from only a couple of per- When offices are sprayed cover for that long at any one time, 
Junctory sprayings per day. On the other hand, property while their owners are ab lhat, in very brief outline, is the pre 
done ermicidal Spraying will rid the atmosphere both sent it d sound practice to cedure for Spraying. As a measure against 
Of irritant solid matter and of the germs of epidemi direct S de os A the STR ang “Bu =: she proved specific but 
dla stas pono at places such as I do emphasise that for its most effective 
yeneath the desk (which is employment managements must under- 
always a location of dust stand the full importance of it, accept it 
| have found that the above arrangement and dirt brought in), over the floor-gen- wholeheartedly in principle and put the 
works well. It kept our staff almost com- erally, on the upholstery of chairs (the full weight of their authority behind tte 
pletely free from ‘flu in the epidemic last spray is not harmful), inside clothes will and the plan to carry if out 
winter though there were firms near us 
suffering 40 per cent. absentees. 
Now stands to reason that to have ————9————— 





this spraying done regularly and properly 





every hours (with the possibility of 
having to increase it to hourly) you have 
got to delegate somebody specifically foi 
the job, and to see that he (or she) does 


make no mistake, its a really 


matter. 


it becaus e, 
important 


Each Firm Must Find Its Own 
Responsible Operator 


It is not possible for me to suggest to 
whom this job should be given. Factories 
differ, but every works manager can pick 


out somebody who can do it satisfactorily, 
but Jet me just urge that the job shall 
not be put on to a boy or irresponsible 


junior 

Spraying the atmosphere in the factory 
is of course a-fairly straightforward busi- 
ness, e appointed sprayer can get right 
on with the job without interfering with 





personnel or production A. 

In offices, however, its not quite so 
simple. The question of "interference" 
becomes rather important. Directors and 
high, executives are apt to resent the fre- 


quent butting-in of somebody "with that 
wretched pump.” But let directors and 
high «executives remember that, their 
private and personal wellbeing aside, they 
even more than anyone else should be 
protected against absenteeism. And any- 


way, this “flu danger is far beyond mere 
personal whim. It is a grave national 
danger to industry and warrants the most 
stringent remedies 


Management must grasp this fact thor 


Will do Many Joba 


besides Fight Fires. 


Handy Manual and Motor Pumps 





Tus 


to 60 teet; 


hand, motor cycle or car. It will pump 


Apart from its obvious use as a fire-fighter, 


flooded buildings, ground for contracting 
pumping jobs about the place. 


two-man hand pump*on the left is an extremely handy fire-fighter. 

pump 
horizontally 
little motor pump on the right is a veritable jack of all jobs. 


It will 


16 gallons a minute and put a single water jet vertically up to 36 feet, or 
or it will throw twin jets for 30 or 48 feet respectively. The 


You can draw it by 
up to 78 gallons a minute (3-h.p. motor). 
A.R.P. or otherwise, it will drain shelters, 
work, in fact will do any one of a dozen 


"y Ie c 
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WHY and How 
: We Planned Our Canteen 


HE reason we decided to have our 
own canteen is one that must 
confront thousands of firms today. 
AM those industrialists who employ 
labour in locations-away from the cities 
and large towns have had a number of 


conditions. 

Our production is vital to the war 
effort, but maintenance of production 
is absolutely dependent upon a staff that 
is physically fit and well and mentally 
as contented and happy as it is possible 





By 
E. G. DISMORE, F.R.S.A, 


The Airscrew Co., Ltd. 





new factors of vital importance thrust to be in these times. our staff could continue to enjoy, 01 
upon them by the war. Normally, of course, employees enjoy the spot, those amenit in their 
As we saw these factors they these conditions through their home private lives of which tl var had 
consisted not only of a new and heavy lives and the endless facilities that ex- deprived them. 
responsibility for ensuring that ist outside the busine But all that is We employ about 500 people, so we 
employees (travelling a distance and changed now. Air raids, the blackout needed something fairly comprehensive 
undergoing extra work-strain) should and the consequent disorganisation of in the way of cante ition 
have adequate meals at prices they private living has thrown the centre. But employers aller 
could well afford to pay, but also that responsibility largely on the employer. scale should mot dismiss of 
they should be provided with means of One of our ways of meeting this providing something lik is merely 
recreation to compensate for limitations responsibility was the provision of our because they cannot go to such i 


in this connection imposed war 


by 





canteen and recreation centre so that 


paration Table, 


comparatively large scali 


Planning The Canteen Involved 
Us In No 


Trouble 











Working out the det ling 
all thg arrangement: and 
entertainment 1s no T other tham 
putting in a ventilation lighting 
system. You simply le: it. to the 

The Staff Dining experts: that's what we did The 
Ro» expense is only a matter of deg: 

Our decision was to hi h« tee! 
and recreation root para 
from the factory Our first i 
therefore was to call in the service 
of an architect ‘specialising thi 
design of industrial buildings of this 
sort. 

Woslis Duinp tbe. UE SDN ` Nar er 
Note: the subi this expense, they have sj ce already 
modern hygienic available within their fa buridings 
furnishing of this We had not: we have to keep our eyi 
and the above on the needs for rapid expansion of 
room, production plant. 

However, our architect gave us mam 
useful and novel ou: 
canteen. 

The basic plan is two-floo 
structure. On the rou floor 1s 
arranged all the kitchen equipment 
the various dining rooms for edi 
while the upper floor is given over 

Tic. fully KE entirely to recreatior he tw lans 
ensed ; 

Bar is diranged to show. this. 

serve 10 Staff ^ 1 Be A 

dmg p je *'Skimping! on Kitchen Equipment 

works dining hall : Is False Economy 

I must say that on our kitchen equit 

This view of the ment we were certainly parsimor 
kitchen shows the IOUS. We considere: tha n spert 
Fish-fry, a Pre- here would be well invest Food 


no good unless it is perf 


Boiling Pan, : i 

Steamers, Boiling #nd in an industrial cones the sefvi 
Tables, Roast and must be fast and highly effici | 
Baking Ovens, permit anything less thar thes 
Grill, Kitchen Hot- standards is false economy it e lon 
Closet and Carving run. 

Table. To the uninitiated, hoy 


an easy matter to decide hou equip 


wht IP PI ge “rte 


& 


šaj 


A ope dati 


M et 


pos 


neaph qt 


“ats 





ET ET 
for feeding a number of people, But 


P here again there is no need to worry 


"ma 


because there are experts who know all 
about this subject. 

Our next move, therefore, was to 
call in the services of a firm of canteen 
equipment fitters to calculate our needs 
and to estimate for the job. 

. These experts have to consider many 

thimgs that the executives of a firm 
have neither- the time nor the 
experience to go into. 

For example, in our case as in many 
others, not all the 500 employees would 
need to take advantage of a canteen 
service: it has to be ascertained there- 
fore how many among the executives 
and workers would want the full 
service and how many a partial service, 
leaving out those who would not want 
it all but providing an effective margin 
-for many who might later change their 
minds or for any extra demand that 
might unexpectedly. afise. 

It was found by investigation that we 
‘should have to provide feeding and 
service for roughly 250 personnel. 

Next it had to be determined how 
these people would be provided for: 
would they all sit down together or 
would the meals be served in shifts? 
The requirements of the firm decide 
this, but it is an important point to 
ascertain because on it depends tlfe type 
of equipment and service to be 
provided. 

In our case it was decided to have 
single sittings : 6.45 breakfast; 12.30 to 


1.30 lunch; 5—5.30 tea; 8.30 to 9.30 
supper. 
' Fast service is of course essential. 


Those who plan the kitchen lay-out 
therefore treat the problem in the same 
way that the production experts plan a 
factory : this is, for continuous forward 
movement. In the case of the kitchen 
this is as follows: Entry of raw 
material, checking, distribution, prepar- 
ation, cooking and finally, service. All 
conducted in logical orderly progression. 

The type of heat for cooking and 
servicing is another item that only 
experts can decide properly. It has got 
to be economical but it must also be 
flexible. Fortunately, for our normal 
production processes we had both steam 
and gas "on tap," we were thus able to 
have that combination of steam and gas 


Is 


heating which does provide both 
economy and great flexibility. 

When planning a fast service of 
meals a high standard cannot be 


reached unless the fullest facilitjes are 
also provided for the speedy collection 
of used plates, etc. and their efficient 


washing up. Too much emphasis 
cannot be laid on this point. 

The disposal of waste food also 
needs proper handling. Waste food 
today is valuable and must be 
preserved. For us, therefore, the 


designers built special well-ventilated 
receptacles outside the kitchen. This 
arrangement not only takes care of the 
scraps for much needed pig food but 
it also keeps the kitchen clear and 
hygienic, 





BUNXCUSESUIURT DUSYyTFvam 











Lu 

i: 

22 | | 

€ Z [|srarronivc ROOM 
Top right: this floor 5 | | 
plan shows how all LT JL worx$ omino Room 
cooking and feeding ! xd / . é 
arrangements have Lue. j * ; 
been confined to the 
ground floor. This is 
so that recreation need 
not be interfered with. 

e al == seme — -—.—»——— 


First floor plan shoses 


the lay-out of 
recreation centre. 


Another view of 
kitchen showing, at 
far end, a double- 
tier hot cabinet 
and, beyond, part 
0j the Hot Service 
Counter. Very 
important fact 
about this kitchen 
construction is that 
all fumes and 
smell of cooking 
are drawn off by 
powerful forced 
draught into the 
factory's main ven- 
tilating shaft 


The dance hall, 
with its sprung 
floor, is a master- 
piece. The stage, 
at the end, can 
handle a full size 
production but can 
be packed com- 
pletely away to 
give more room 
for dancing 


talkie 
w i th 
sound 

f or 
records 
(controls 


provide 


16 m.m. 

equipment, 
full scale 
broadcasting 
radio or 
Lighting 
on right) 
stage and hall 
lighting with all 
the effects of a 
modern West End 
theatre. Complete 
air - conditioning 
throughout. 
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: to The Executive 





HEN the lighting of a factory, office (or any 

premises for that matter) is being considered there are 
certain factors to be taken into account, certain aspects of the 
question which need some thought on the part of the executive 
who is placing the order for the lighting installation. As in 
everything else, he will need to get the best possible value for 
his money and it is necessary therefore to determine just what 
is the best value. * 


]. What Is Lighting For ? 


Exactly what do you want lighting for? Ceftainly not for 
the sake of the lamps and the fittings and wiring. 

You need light to be able to see. You need to see as well as 
possible with, no strain, no effort, no conscious thought of see- 
ing; and to do that the lighting must be arranged to give the 
necessary conditions. 


2. What Are You Buying ? 


If you were purchasing a new machine your chief interest 
would be in what the machine would do, how much it would 
turn out and whether it would improve the output hd efficiency 
of your works, You wotld not be satished with enquiring 
merely for the cheapest model; you would want to know the 
output and quality, and whether it would stand up to 
constant use, e 

Your attitude towards lighting should be just the same. It is 
not just a question of the lowest price, but will it provide the 
conditions of vision that you require? 

You are buying vision. You have no use for lamps or 
reflectors or wiring or light. What you really want is vision, 
and all this apparatus is merely to provide that vision, In the 
same way you are not interested in the nuts and bolts or 
castings in a machine, you are interested gn the suitability of 
thát machine for the products you want. 

A lighting installation is to provide vision for efficient fork, 
so it should be judged by the quality of vision which it gives. 


3. Initial Cost and Running Cost 


When we speak of the cost of a machine or a service, there 
are two different things we can mean. We refer cither to the 
initia! cost of installation and purchase of equipment, or to the 
cost of running it. 

The first is a capital charge and forms an important asset, 
the second is a running expense which must be utilised to the 
best advantage. 

The two considerations should be kept separate and distinct 
in your calculations. 


4, Asset or Liability 


When you have bought your machine you will enter it on 
your books as an asset. In the same way your lighting installa- 
tion is an asset and a very valuable one, You instal it to pro- 
vide a certain service, and in purchasing it vou are buying 
something very essential which, if it works well, wille benefit 
every department in your factory, but if it works badly will 
handicap you all the time, 

All the more reason then to make sure that it will provide 
just what is needed. 


5, An Essential Whole 


There is nothing in a well-planned lighting*scheme that can 
be left out or reduced. The lamps produce the raw material, 
(Continued on Page 22) 
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GooD LIGHTING—What It Means . . . 


— 


to The Worker 





]. Improved Ability 


Older workers who have spent a lifetime at ! trade have 








acquired a high degree of skill; and the younger, starting work 
to-day, has a long task ahead of him to learn as mu There 
is a great demand now for skilled workers, for men and womet 
who can hold the key positions and have a thorough knowledge 
of their trade, and it 15 in the factories, where the lighting & 
good, that workers are able to acquire proficienc rapidls 

Good lighting helps a man, or a woman, to gain that skil 
and expert knowledge which brings a better position, better 
earning prospects, and the confidence of the ma ement, 1 
enables the operative to see better and so | etter, to 


learn more and so to. be woeth more 


2. Security 


Good lighting makes the factory more efficient a 
it to become more prosperous, The firm that can 
and can turn out good work stands a greater 
ing stable and giving its workpeople that se 
ment that can make all the difference to the 


3. Less Strain 


Working in a poor light is tiring and depressing. It imeyit- 
ably reduces the workers’ energy both in work and afterwards 

Good lighting vastly improves those conditions and makes 
the work easier, it is easier to see and so easier to do the work, 
There is less strain and fatigue so that it is easier to retain his 
efficiency and, when the day's work is done, he is able to go 
home feeling fit to enjoy his home life. If he is interested in 
some sport, or in his garden, or any other occupation, he 3$ 
not tired out but has plenty of energy left for i 


4, Safety 


Good lighting, by enabling everyone to se 
around them, and by revealing the dangers o 
obstructions, reduces the chance of accidents. There is less 
likelihood of painful injury or of disablement, less possibility 
of time off through accident, with the consequent loss n 
earnings. 


5, Better Health 


Apart from accidents, a man's general health depends upar 
the conditions under which he works. Good lighting mak 
those conditions better and so improves his health and help 


to keep him fit. 











Light surroundings and easy working conditions prevent him 
from getting “run down" or feeling that ther a ffort 
needed to keep going. 

Good lighting, perhaps not in itself conspicuo sa natura 
part of the surroundings and makes a man fí nerget 
perfectly at ease. 

6, Cheerfulness 

The good lighting which makes a roon und asa 
in appearance, which enables people to see clearly and eas 
without strain, which enables them to perceive detail ar 
movements speedily and without effort, at the same time keeg 
them happy and cheerful, 

It enables them not only to take an interest in their wor 


but to take a pride in it too. 


(4 tinued o j 
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Reflectors control the light and put the vision where you need 
Jf you leave any. out-or reduce them in number, or upset 
ther- arrangement, you will jeopardise the whole vision plan. 






- Cost of Daylight Installation 


* you éver compared what it costs to instal daylight for 
y with the cost of an artificial lighting installation? 
provide windows and roof lights, perhaps a north-light 
Of and the cost is.much more than that of providing artificial 
ghting which is essential for the use of the building after 
n some cases it might be cheaper to use artificial lighting 
ll the time and to provide no. windows; in many cases the 
ehting would be much better. Economic considerations have 

o this being done in many cases. 


Running Cost of Lighting 


Vhat is the running cost of artificial lighting compared with 
ther costs? It is very much less than the cost of wages, 
eldom. more than 2 per cent. In fact it is seldom more than 
erf cent. of the cost of the finished goods. 

X small increase in production will very soon cover and 
ed this amount, ora reduction in the goods spoilt in manu- 
ture.will easily pay for the lighting. 

‘dive wasted on faulty articles can very soon cost more than 


y TE. have been very interested in 
various informative articles pub- 
< lished in Business on the subject 
f- broadcast music as an aid to work 
output and as a fatigue-dispeller. I 
thought, therefore, that the following 
“notes from our own experience might 
je helpful to other industrialists using, 
ar contemplating, sound equipment : 


Practical Tests Gave This Order 
VE Of Preference 


The kind of music which is broadcast 
of prime importance, and calls for 
areful thought to secure the best re- 
A recent analysis in engineering 
s. showed that the order in which 
ris expressed preference for the 
arious types of music, is as follows: 


Similarly “patter” 
casts including 
barred. 


employees—do not 


hat KIND of Broadeast Music is 
ost Helpful to Factory Workers? 


The MANAGING DIRECTOR of An 


Vocal choruses and crooning, unless 
already well-known should be restricted 
to a minimum as they tend to district 
unduly the attention. of the worker. 


speech 


It is found however that brief an- 
nouncements to locate staff do not dis- 
tract attention, as those whom they doe 
not affect —that is, the gmass of the 


to them. On the other hand, if a vocal 
number or descriptive matter is given 
during the broadcast, everyone will süb- 


S. Maintenance | . | ^ ; D 
Any machine requires a certain amount of attention to-kKeep 
it in first-class running order. In the same way lighting equip- 
ment needs to be kept clean to avoid losses and expense due 
to dirt. PEDE 
It is important to remember that dust and. dirt, accumulating) o <. 
through neglect on bulbs and reflectors, can rob you of up tot 7 
sixty per cent. of the light (the vision). that vou pay for |; 
Regular cleaning is therefore essential. The best inodern © 
lighting equipment is expressly designed to make easy othe: 
regular cleaning of essential parts. 


« -t0 The Worker (from page 21) 


It needs much knowledge. and. skill to provide the good 
lighting which enables a man to see well without the consciots | ^ 
realisation of the lighting arrangements. : 


7. And After Work Is Over visit 


When they leave, their work where. good lighting has kept. 
them fit and prevented their feeling weary, they are ready for 
their evening occupation and good lighting once more can help 
them. More especially in the blackout is good lighting valuable; 
By efficient curtaining good lighting in the home can be main- 
tained and this should be done in living rooms and kitchens 
particularly. Good, cheerful lighting and depression cannot’. 
co-exist. Goed lighting is a tonic. 










































Engineering Firm 


Gives His Experience 
ent signals can be given at different, |; 
times to control different classes af 
labour, or different departments dr 
shops in a. works, The system can also 
be used, as a fire alarm through a small 
unit fitted at the central control panel - 
which is capable of giving a fire alarm 
bell signal through all or any selected: 
group of loudspeakers on the premises; cs 
Microphones can also be arranged at ^ | 
strategie points in workshops, stores or 
other premises to deteet the presence, ^ 
«f any unauthorised persons in the 
vicinity of secret processes or valuable: 
máchines or stocks. | 


numbers or broad- 
should -þe 





pay any attention 


1. Straight Dance Tunes 

2: Sentimental Numbers. 
Old-Fashioned: Waltzes 
"Hot" Swing Numbers 

» Comedy Chorus Numbers. 
eas the men's choice was.: 

1. Straight Dance Tunes 

2. "Hot" Swing Numbers, 
3. Comedy Chorus Numbers 
. Sentimental Numbers. 
Old-fashioned Waltzes. 









D 


consciously: listen to what is said, as in 
the case of the News Bulletin. 

Microphones can be fitted on the roof 
of the building for picking up the 
sound of the public air-raid siren and 
conveying the signal to the A.R.P. con- 
trol point instantly where, owing to 
inside noises, it is difficult to hear the 
publie warning. 

Again, the system is used for giving 
signals to start and stop work. Differ- 


Any sounds made by such persons in 
the vicinity are transmitted to the 
watchman or. other person appointed, 
so. that immediate steps can be taken. > 
to deal. with the intruder. Ru 

We are convinced that the installa- 
tion-of sound equipment in the factory - 
of the future will be as natural as the 
installation of. heating, lighting, ven- 
tiation, telephones or other auxiliary 
services. M 














Classical. and "high-falutin" music, 
ich only. students of “music can 
| appreciate ^ and t understand, 
should be excluded entirely from fac- 


Points Especially to Be Remembered— 


that with a good Broadcasting Installation Microphones can be 
used to make your Raid Warnings far more effective (See also “H our c5 
Loud Speakers Aid Roof Watchers,’ page 14). ut 


* 
* 


h | listed. above. 
ppear prefer military 
as the girls. prefer the 


© 


Microphones can be used to detect unauthorised persons on any 
part of the premises 


^ 
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First part of this article . . . 


published last. month (page 22) de- 
ribed how the plan starts; how it is 
based on the Work Sheet (Fig. 2 here), 
"which is the equivalent to the news- 
“paper news editor’s Assignment Book. 
Ihe explanation went on to show jusc 
jw, by means of this. Work Sheet; 
bs were allocated to individuals wno 
were thus clearly identified with their 
responsibilities until completed — to 
fime. The description showed how 
effectively and easily executive control 
~could thus be maintained and how the 
System, in sharp contrast to being in 
the nature of a "big stick," is wel- 
comed as a work-help and simplificr 
by employee and executive alike. “The 
article now continues from page 30 of 
ast month's issue: read on 

















S Carbon Copies That Act as Auto- 
matic Follow-Ups. 


, The carbon copies of all correspon- 
dence in this office are made on speci- 
ally laid-out sheets (Fig. 3). Jt might 
be- interesting to run through a few 
--.carbons and see how different matters 
» are aetually handled, 
One which requires no further atten- 
“tion, of course, goes at once into the 
filing-room basket. Another perhaps 
shows that it needs to come up for 
attention on January 15th. The cor- 
respondent simply checks "Jan." and 
"15" and the trick is done. A "ring" 


^ Trevor 


This Work Follow-Through plan, described in last month's is 
(page 22) and continued here, is based on that mainspring | 
suecessful newspaper routine: The Assignment Book. 
The Assignment Book allocates work to individuals, sets the 


completed to programme or otherwise satisfactorily dealt v 


By an OFFICE MANAGER 


mark is preferable to a tick as the 
latter goes wrong more easily. Here is 
a third carbon: it needs to come up 
again in three days. The correspondent 
writes the figure "3" in front of the 
"days." If he finds a carbon which he 
wants the next day, he "rings" the 
word *'daily." 

The initials of eertain members of 
the department. also appear on, these 
sheets. A paper comes up, say, which 
the correspondent wants Mr. Calder 
to see on the day the file delivers it 
back. He simply rings Calder's initials 
and marks the proper date. 

The form for carbons, as the illus- 
tration (Fig. 3) shows, bears in addition 
a number of symbols, each of which 
can be used to clear up many kinks in 
the routine, if properly attended to. 
Folewing the initials of individuals 
there is a blank space for initials that 
may have to be used only occasionally, 


PORE 1D 
‘WORK SREET 
{SALES DEFARTKENT) 


10/16/17 


tos Exhibit report tomorrow 

10/15 - Railroad teriff summary 
10/15 = text for new oirauler B 
19/16 -.6. B, systen matters * 

We.l& - Go ower BUSINESS Megefinei route epl - artic 
‘Diy + Attent trade papers 


ORR + Buwmary of Business Conditions 


Mr» Chalnar 


Myl6 + Test of new trassriesion, 
10/16 = A. D. Yavor coming today 
MY16 + Prise list revision 
3.Pri + Payroll closing 


Mr. Leslie Branch 


Glasgow Branch E 


10/2 - Report on 8. f, Warehosru 
10/8 €. B. Company, credits el 
Wirt ~ Close expense sheet ki 


S 
10/1) - Recue office expenses 


fraffie Department 


Mell$ = Report on Const 
10/25 - My Belfast delive 


Accounting Departeert 









y. Prs = 
108 a 





Form 65 & 


© Figure 1 (eft). A form like the one shown here is made oyt for every job in the office 
Cohether it is out of the regular routine or one that must be done m a spec 


(part 2, conclusion) | 


| to the files. 


system and stands for 


ial order. 


Phe information on this slip is entered on the Work Sheet shown in Figure 2 (right), 
where it is always in plain sight of the man in charge, until all the work has been 
done: This Work Sheet corresponds to the assignment book of a newspaper office. 
“Ttremains on the desk of the man in charge and gives him a perspective on the duties 
“which have been assigned to all department heads. The carbon copy of this sheet is 
cut wp and sent to cach of the men, thus telling them definitely what thew assign- 
oe ‘ ments are. i 
The illustrations reproduced on this page and the next were also -referred to in the 

L^. first part of this article published last mont d 
* - 






















































































or for initials of new staff. 
be written in. 

Next appears the word 
“ring” this mdicates that í 
to be returned immediate! 
other notations on the s 
ceived attention, "PLUS 
dicates that the paper ; 
date-book for "follow-up." 

“WS. stands for Werk 
rng these letters therefo 
that the paper is to be 
work sheet, either for the 
or at à time that may be i 
marks among the months ant 
the latter event, the pape: 
signalled for return to i 
the "follow-up 3 
eral files p 
the item on the 

No paper i 
files if it is known 
handled again in the 
however, after the p 
have been made or 
paper is of no further 














Any intelligent typist ca 
main thought of a letter 
the carbon copy and mak 
notation for the w 
however, it i$ best for th 
self to underscore a war 
there in the body of the com 
These words then appear 
name on the work sheet at 
time. l 


What Should Go To The Gener 
« Desk Book 


“D.B.” on the carbon 
nates another important p 





Book," This is a file which 
corresponding in number 
mental headings on the work : 
is the property of all the 
the office, rather than o 
one, as were the c 
previously. 

Ringing the letters "0.0." 
signals that the paper + 
folder in the general desk 


E 


- 


































concerned is filled at this point in the 
routine. The reason for this will be- 
come. apparent further along. 
ln an offce where many details are 
- always in the process of development 
itis usually. inadvisable to hold papers, 
memoranda, letters, and notes on pri- 
vate desks, or even in the individual 
desk-books. These should be reserved 
D for tasks requiring immediate attention. 
The. “expect today" folder in the 
individual desk books will hold the few 
communications that are likely to be 
nswered very soon after they have 
been written. Most letters are not 
nswered so promptly. Their place, 
ending further. developments, is in the 
general desk book. When the answer 
received it requires but a. moment to 
the previous correspondence from 
zeneral desk book, attach it, and 
he complete information on the 
lesk: If another department 
correspondence which is in the 
al desk boók, the star on the work 


mentioned above, helps in 
General Files for Big or 
Departmental Subjects 

Now in a newspaper office, “behind 


or backing up the assignment "book, is 
always the “morgue.”, The morgue sup- 
plements the assignment book, and is 


Figure 3 


the subject matter "alive" and 


been. completely dealt? with. 


people. that “have happened” and. are. 
quite likely to “come back” at any time. 
gidiso in a business office the work 
sheet should: be backed up bya number 
of "Data Files.” The marks, “X.X.,” 
"RB," “Spr File” and “File Room" 
on the carbon sheet refer to that phase 
of à business office which. corresponds 
the. newspaper's morgue, or collec- 
on of data feserved against future 


x» file stands one Step be- 





Work Sheet if the paper 





routine or special: office tasks. Read the 1 two parts. as one ‘and keep 


them together for reference 


yond the general or individual desk 
books. Big, or long-drawn-out propo- 
sitions or campaigns that cannot be 
readily rounded up, or that may require 
information from  a' multitude of 
sources, cannot be conveniently placed 
in the general desk book, nor in the 
individual desk bodk, both of which are 
for immediate attention. Papers of this 


slow. and bulky sort are therefore 
placed in the "X.X." file until they 
assume some definite shape. This file 


of stout folders 
up, in- a vertical 


consists of a series 
numbered ."X.X.—]" 
filing drawer. 


Why “X.X.” File Is Vital Part 
Of the System 


If several branches and departments 
are asked for information on an im- 
portant subject, or are told to perform 
certain duties in connection with a big 
campaign, a bulletin is usually sfnt to 
each. Replies are expected. The car- 
bons of these communications are 
marked first for the work sheet so that 
every branch or department may be 
charged with its responsibility for fur- 
nishing the facts and figures wanted; 


a collection of facts about events or and, second, for the “X. X. " file, “Fol- 
AePeds, CoD Be, WeSD., AcLW., DESK, FOUL, W.S., D.B., X.X., R.B., SP'L PILE, FILE ROOM. 
Daily Days i 
London, E.C.1. hg 
October 12th, 1940, 
Consolidated Supply Co. Ltd., i 
Finsbury Park, 
EGLI. 
` Dear Sirs, 
Me must ask you to give us a firm delivery date on the . ry 
final lot of which have been on order from veu for 
over six months and are now much overdue. 


until lately you have given us satisfactory service, but 
your repeated delays allow us no alternative. 


Yours faithfully, 


3 Carbon coptes of all letters are made on these special 
Sheets. The various dates and symbols, as the text explains, keep 


running along. exactly the right 


channels without interruption until the matter it deals with has 
No matter 
inattention. 


ver "dies" through 


der Now... 

Some one person in the department 
that originated the proposition is re- 
sponsible for collecting and summariz- 
ing the data called for. It may be wise, 
if the subject is of great importance, 
to put down a regular work sheet 
"memo" against the nanf®,of this 
executive or assistant, with a reference 
"UX.X.—No ..." preceded by the date 
on which the task originated and the 





name of the subject. 

When the replies come in, some may 
ask for more advice. They are an- 
swered. The “charge” against these 
departments or branches is changed. on 
the work sheet to suit these circum- 
stances. Others send in the finished 
figures or facts. The "charge" against 
them is removed and the. communica- 
tion goes into the "X.X." file.. 

When the collection is complete, the 
work sheet is "clear," except for the. 
charge against the man responsible for 
the final summary. By using this system 
nothing has been overlooked anywhere 
along the line. And yet no one has 
been needlessly worried. 

For detailed printing jobs, advertis- 
ing and selling. campaigns, and other 
matters that are full of routine, the 
“X.X.” file is especially valuable. 
Smaller tasks can be handled similarly 
and quite as easily in the individual 
desk books. 


Special Record and Book Files for 
Special Uses ` 


“R.B.” (record book) is still another 
symbol on the carbon sheets, This. is 
an arbitrary name for a binder with 
A.B.C. guides—or a vertical file simi- 
larly classified may be tsed—into which 
"live" records that should be close at 
hand are inserted. Every business it 
would seem can use a file of this kind: 
Copies of contracts, sales reports, ex- 
pense records, and the like are kept in 
it to advantage. 

In addition, many concerns require 
still another file in order properly to 
care for records, papers, catalogues 


~and similar reference matters which» 


should not go into the record book 
because bulky or seldom referred £o... 
This file is mentioned on the carbon: 
sheet as the "Sp'l File." The material 
in it may well be classified by. subjects: 
under. à library: system. : 

In the sales department, for instance, 


recent data on sales, selling plans and 2° > 


the like are placed in the “record book”, 
file; while -= information. about. past 
campaigns, territories, competitors and 
so on which is more or less general ánd 
not so "live," is preserved in the 
"special file." In this special file there 
are also classifications for inventories 
of salesmen's samples, records of sales- 
men, past and present; and a variety 
of similar data. 


Who Should Have Charge of 
The Work Sheet å ? 


In supervising the work sheet it may 
seem best to have a single. high exec“ 
tive in charge of it for all departments, 
giving | subordinate | executives only 
sheets on. which the tasks for their own 

(Continued on Si 33) 
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Edison's 82 x Il 


Its the new enclosed Ediphone fo» your desk. 
A beauty to look at! Compact as a box of cigars! 
This complete Ediphone takes up less desk space 
than a sheet of 83” > 
that! 


11” business paper. Think of 
It's another achievement of, the "house of 
A. Edison 


Laboratories. And it's a joy to use 


miracles "—the Thomas 


easy as the telephone. You'll get out 
letters in 20% to 50% less time. But 
that's only half the advantage of this 


new time-saver. Memos, notes, dates, 
Completely. enclosed 

SAY IT TO THE 

EDIPHONE 


For recording telephone conversations, Board-room 
conferences, minutes of public meetings, speeches, 


eic.,usethe T ELEDIPHONE 





handsome 


instructions, ideas, are recorded as 


them. Details disappear like magi 
| us 


left free and clear for the real 


Try one on your desk for a day 
For full particulars or free de: 
your desk (without 


write to Thomas A 


Victoria House, South: 
London, W.C.1 Ph 
9988 There are 


dealers In all prin [pa 


dt h^roo 
dust py few 





miracle! 
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"Watch the COSTS of Your Cost-F inding 


In the enthusiasm to control costs at as many points as possible 


beware that the means of ascertaining, 


them do not cost more than they save. 


HE whole object of cost-finding is 

of course to control and keep down 

costs to a point that permits a sat- 
isfactory profit being maintained. That's 
logical enough. 

But cost-finding needs also to be 
applied to cost- finding operations them- 
selves. "That's also logical, but not 
nearly so often realised or acted upon. 
Accoünting costs, therefore, must -be 
as carefully watched as any costs that 
have to do with the factory or else- 
where in the business. 

Obsolescence as well as depreciation 
has to be considered in the office as 
well as in the factory. Accounting has 
come to be more of an engineering 
problem than it ever was before. There 
is the problem of determining the best 
machines for the purpose and? laying 
out these machines in such à manner as 
to gef from them the desired results 
at the least possible cost. 


Be Ruthless In Determining 
Value of Records 


There is also the problem of deter- 
mining the valué of different records : 
which are essential and which are not. 
There is the problem of determining 
how much can be spent for keeping 
records and what those records should 
be. Unless the same principles are 
studying the costs of the 
accounting department and-determining 
the value of the products of that de- 
partment that are applied to the pro- 
duction department, the best results 
are not obtained. 

One of the problems in present-day 
business and one which is growing 
more and more 
about by obsolescence. 


serious is that brought 


Nobody 


can 





recording and presenting 


Just as the Costs of manufacturing can go too high because 


sufficient attention is not given to factory machine costs—especially 


the obsolescence factor of those costs—so, in the office, the cost 


of accounting can mount too high through insufficient attention 


to accounting machine costs. Here are 3 important questions: 


Ls 


purpose ? 





Are the machines in use the best and most suitable for the 


25 Are the machines used to a capacity that makes them real 


(as distinct from imaginary) economies ? 


3. 


Are machine costs included in the cost dept., and is enough 


depreciation and obsolescence being charged against them? 


soon any given machine 
will become obsolete. Jt is rare that 
any machine can be used with effec- 
tiveness until it is worn out, 

An insufficient fund set aside for 
obsolescence may mean there ise not 
the money at hand when new machines 
become essential. 

However, just as the cost of manu- 
facturing can go too high, because in- 
sufficient attention is given to machine 
costs and especially the obsolescence 
factor of those costs, so the cost ef 
accounting can also gp higher than 
it should by not giving sufficient 


tell just how 


attention to accounting machine costs, 


There are a number of questions 
which call for frequent answers: 
Are the machines in use the best 


ones available for the purpose? 


Are the machines used to a degree 
which makes them a real economy? , 

Are machine costs included in the 
cost of the department and is enough 
du De and obsolescence being 
charged against them? 


Use this Fund to Take 
Care of Renewals 


It is just as necessary to set up an 
obsolescence fund for each machine 
that into the office as for the 
factory unit. Unless such a fund is 
set up, unless the machine are 
charged up to the department, month 
by month, there is need for a special 
appropriation when new machines are 
needed. 

Further, 


goes 


costs 


the cost of conducting the 
4 





OTH these new regulations are well provided for by Kalamazoo Systems. 
But more-—Kalamazoo systems go further than catering for the neces 
records. They save the time needed for the extra recording. For example 
Kalamazoo "Copy-Writing" System completes Individual Tax Records, V 
Book and Advice Slips, at one writing only, taking half the time usually needed. 
Let us know your problem, and we shall send appropriate specimen forms of the 
various Kalamazoo time saving systems. 


Kalamazoo EQUIPMENT 


Kalamazoo Ltd ME (Swen) NORTHFIELD, 





























Let Wilkes Cash Receipt 





Sets Save Your Time! 















g Cash Reger 
then 3 


Illustrated here is a time-saving way of acknowledge 
A triplicate set of forms, completed at one typ 
to give (1) Customer’s Receipt (2) Bank Paying- 
Posting Copy. Errors are eliminated and time wasting copying 
one record’ to another is obviated. 












This method can be used by even small firms. It saves many op 
as there is only one entry a day on to the Cash Book, only or 
on to the Bank Paying-in Book, and all the details are on the 
Book copy. This sheet is filed in a Wilkes Binder. 





The system is ideal where upwards of a dozen receipts per d 


issued, from a central office. Prices are very reasonable being 
low by specialisation. Samples with pleasure. 





We also make an excellent range of Cash Receipt. Books 


x both Duplicate and Counterfoil styles for travellers or * 
branch office use. Your enquiries would be welcomed. 
+ 





JAMES WILKES LTD. 7 BILST: 


Also at LONDON : BIRMINGHAM : MANCHESTER : LEEDS ; LEICESTE 
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If the proper cost records are kept 
of the accounting department then 
costs are held to a minimum and there 
is money available. for new machinery 
and equipment when it is needed. The 
renewal of machinery becomes more 
automatic. There are records which 
Show it is time to renew it. There is 
the fund with which to pay for the 
renewal. It is not so much a matter 
of opinion as it is a matter of fact. 

One of the problems of the pro- 
duction engineer is to determine what 
products can be produced in the given 


- "d ee S "EUR SIE 
EL N rA V7 So V X 


factory ata POR and what cam not. Onate systems "el accounting 


A similar problem of the accounting when business is good. Just so soon 
engineer is to determine what records as there is a falling off of business 
can be kept at a cost which make them. there is a laying off of employees in 
profitable in use, what records are the accounting department, a discon- 
essential, and then to develop the tinuing of many of the former records 
system which will make those records and getting down to bed rock as far 
possible at the lowest cost. as accounting is concerned. * 
This feature of his job is a produc- The safety engineer is worth only 
tion problem. In the future is it likely as much to his employer as he saves 
to be a more important feature than it him. The production engineer is only 
has ever been, due to improvements in worth as much as he is able to cut 
accounting machinery and equipment. down the cost of production. The 
In some firms there is a tendency accounting engineer is only worth as 
to increase the personnel] of the much as he is able to save in costs 
accounting department and go into Continued on Page 34 





There is Now No Longer Any Need to Buy 


National Health Insurance and Unemployment Stamps 


HERE large staffs are employed the 

clerical time and labour involved in 

the stamping of insurance cards has 
always been a considerable item. 

The accountant of any such firm will 

admit that the stamps alone are one of the 

largest items—if not the largest—on his 


From a laborious, witidy yet 
quite responsible job, the 
stamping of National Health 
and Unemployment cards has 
been simplified and speeded-up 
so that now, with this system, 
it is merely a matter of turning 
a handle. Franking and cancel- 
ling the stamps goes forward 
at a speed of 1,000 cards aw 
hour. The only operation is: 
locate the cards with the left 
hand, turn the handle with the 
right. Any junior can do it, 
there's no risk of loss or error. 


expenses account. And he will admit they once a week or once a fortnight. Some 
are a nuisance to have around the office have tried stamping a quarter or half- 
because their values are large, they are year in advance, but as the stamps have 
too easily lost or defaced, and they need to be paid for in advance, this is not 
constant checking, economic, 

Regulations say the cards must be 'To handle the stamps and cards of 2,000 
stamped in advance; most firms Stamp employees is a solid week's task for a 











LOUDSPEAKING INTERCOMMUNICATION 


IMMEDIATE 


With Dictograph Telephones installed the Chief 
Executive can communicate with any depart- 
ment direct — by a simple flick of a key. All 
departments can also communicate with one 
another, but executive calls get priority auto- 
matically. A representative will gladly call to dis- 
cuss possibilities. Information, demonstration, 
survey, estimates orrental terms—free on request. 
Twenty-five years’ experience at your disposal. 


DIRECT CONTACT 


NO SWITCHBOARD —NO DIAL 
DICTOGRAPH TELEPHONES LIMITED 


Abbey House, Westminster . ABBEY 5572 (3 lines) 





Works at CROYDON and Branches at GLASGOW, BIRMINGHAM, MANCHESTFR, LEEDS, NEWCASTLE, 
BRISTOL, CARDIFF AND DUBLIN. 


A.R.P. AND MUSIC Consult our nearest Branch Manager on Telephone and Sound 


systems for A.R.P., Music in Factories and Staff Location, etc. ; 










. more work... less staff. 


. 

Under wartime conditions, with evacuation difficulties, and 
the deletion of a high percentage of skilled staff, for service 
with the Forces, Business Houses, Insurance Companies, 
Banks, etc., are subjected to greatly increased pressure of work, 
it is therefore vitally essential that the situation be eased as 
far as possible by the adoption of mechanical devices which 


will save time, mental effort and labour. 


And in this connection we trust that you will pardon us if we 
eome straight to the point, in putting forward the advantages 
of Universal Postal Franking Machines, which {operated by 
hand) can frank letters, cireulars, posteards, parcels, ete., with 

^ the correct postal denomination at a speed of 2,000 to 3,000 an 





JU hour, in the same operation printing the return address or 
à slogan on the envelope, With the electrically operated models 
¿much higher franking speeds can be obtained, 


Each machine is its own auditor, the cnedit meter showing 
-the balance available at each stage of operation. There arg no 
stamps to buy, record and afix . . . no laborious entries in the 

postage book, no adding up and balancing $f postal expenditure 

. . the machine guarantees dead accuracy always. 

Leading Business Houses, Insurance Companies, Banks, etc. throughout 

the World rely on Universal Postal Prankers for speed, reliability, and 
o postal efficiency, One of our Technical Representatives, will be pleased 
to call upon you, and advise the correct model for your requirements, 


Our WARTIME PROBLEM 


Our factory is mainly employed on work of vital national 





importanee, therefore it is inevitable that delays will oceur in 
the deliveries of our latest models. Every endeavour will 
however be made to meet clients’ requirements as promptly as 


~ possible. 


UNIVERSAL POSTAL FRANKERS TD. 


99-101 REGENT STREET, LONDON, W.I. 
< -Offices & Works: 1/7 CANONBURY STREET, LONDON, N. I. 
i Tel.: Clissold 3613 - 5. 











Showrooms : 





TIME 
RECORDER 
THAT IS 


DIFFERENT— 


THE NEW 


INTERNATIONAL 

















You are invited to ask for full particulars of this 
modern, speedy streamlined machine that registers 
ata touch, without handles or levers. 


IT RECORDS TIME FASTER. 

Write, phone or call: 
INTERNATIONAL TIME* RECORDING CO. LTD, 
112 Strand, W.C.2. TEMple Bar S841 


Head Office: International Works, Beaver Law : We ee 
















One Machine does the work 
Continuous Form Billing in addition to regular typi 


Your typewriter actually does the work of teo machines 

when. used with "'Fanfold" Continuous Form Adapter 

because the many time and money-saving miethods of ihe 
j Continuous Form Billing Machine ure added ts all tne 
! advantages of regular typing. 


"Fanfold" Continuous Forms typed over our Aditachnment 
effect savings in Billing time and costa, ranging. frou LEM 
to 78%, without affecting the operation of the tepewriter 
for regular correspondence and ofher purposes. 








"Fanfold" Adapter places no strain whatever upon the 
typewriter carriage; because of the very simplicity at eot 
struction and operation there is nothing to get oat at 


order, 


anfoly, 





NORTH CIRCULAR ROAD, LONDON, NO 
| . Telephone : GLAdstene 5477 3 fies : 


Jnemployment Stamps 
Continued from Page 28. : 
competent worker, . 

The new system shown here reduces 
all this to the mere turning of a handle. 
It simplifies and at the same time safe- 
guards the whole arrangement. You buy 
credit, not stamps, and pay the Post Office 
by cheque. One step that cuts out about 


day for 


WASTE PAPER? 


National Economy alone demands that you save 
it for return to the mills for repulping. 


HE MOST SATISFACTORY METHOD OF 
"HANDLING 


IT 18 TO INSTAL A 


half-a-dozen and excludes all sorts of 
possibilities for mistakes cuts out 
fetching and carrying .. . handling valu- 
able and negotiable stamps and the 


necessity for (and fonsiderable cost of) 
insuring stamped cards against loss or 
destruction, Franked cards destroyed leave 
behind actual figures in the machine that 


THE COMPACTUM 
WASTE PAPER BALER 


Makes. bale of 75 ths. weight, 


[ expen 
e suppli 
red and are. qu 
For the next step—the actual ëmbë sing 
of cards—the machine meets the need and 
the Ministry of Labour now allows. em- 
ployees to be handed their franked cards: 
when leaving, which removes am old diffi 
culty. The embossing process is ‘ erro} 
proof and speedy—about 4,000 cards can 
be stamped in four hours by any junior 
without a mistake and without risking 
a penny of the firm's money. Embossing 
acts as automatic cancellation—anotlier 
operation wiped out; selecting and stamp- 
ing isolated. weeks with different dates on 
unsorted cards involves no difficulties at all, 














How to Make Your us 
Reserves More. Liquid |. 


These are days when yous reserve funds need to be readily on 
tap. Do you know Term or Sinking Fund Insurance Policies can 


give you this fluidity? This article explains 


HE very uncertain and difficult 

conditions of business to-day being 

up to the average busingss man 
the important questions: Is my reserve 
safe? [s it sufficiently liquid? 

Hardly any director of a small fon- 
cern knows at what moment he might 
be called upon to find £500 to meet, 
say, unexpectedly bad collections. And 
in a large firm the sudden call might 
be for a good deal more. 

These and other contingencies make 
the business man wonder whether 
money invested in the mest gilt of gilt- 
edged investments is really sufficiently 































NEW SERIES No. 1 


Heavy timber, steel reinforced, for paper, card, 
-boxes arid heavier materials. Makes bale 110-190 Ibs, 


is particularly the case in a business 
which has been largely financed from 
profits, and where the reserve is small. 


These Forms of Insurance are 


Not. Widely Used 


Everyone knows what a sound 
method of growth this is, but at the 
present time the small reserve of the 
business, which has grown up from 
within, offers special difficulties if 
rapid realisation is needed. 
Several firms are using new forms 
BURN of reserve in the form of Msurance to 
Over 2,000 installed this year. meet such cases. Actually, few busi- 


Sa ; EN ERE ness men realise to what extent in- 
HUNTER PENRO 


SE l td. surance can þe used in this direction, 
« 
(Dept. B.) 


and also in insuring leases and patent 
109 FARRINGDON ROAD, LONDON, E.C. f. 


; NEW SERIES No. 2 
, MI steel, double compression for cardboard boxes, 
paper, rage’ swarfe, etc. Makes bale up to 200 Ibs. 


G PRESSES SAVE FLOOR SPACE * 
MISE FIRE RISKS * THE HEAVILY 
PRESSED PAPER IN BALE WILL NOT 


AL 
MIN 








rights. 

Reserves are usually built up to 
cover two forms of contingencies :— 
1. Those likely to arise at the end of 


By JOHN J. HOLDSWORTH, O.B.E. 


a-number of years, and which. 
period of time can be calculated 
with some degree of certainty. 
They are mainly expiration of 
leases, depreciation of buildings, 
plant and machinery. Mining and 
other similar concessions of a 
wasting nature come within the 
same category. 
Those likely to arise at any time 
such as reserves to cover bad 
debts, and other unforeseen con- 
tingencies, : 
It may be argued that the second > 
class of reserves require to be in à. 


liquid for the purposes of today. This* more liquid form than others. This 


is true—but the more liquid. the assets, 
the lower the rate of interest or profit 
they earn. The question must then 
arise: Is there a method of invest- 
ment for reserve funds which at the: 
same time wil return a fair rate-of | 
interest, and enable. such funds to be 
utilised quickly at any given time, and 
to their fullest extent, if sọ- desired? 
I think the following facts answer this 
question affirmatively. 


Policies Insured Mineral Rights 
—Yet Were Liquid 


Most of the larger insurance offices 
issue what are known as Term or 
Sinking Fund Policies. The terms and o 
conditions of these polities vary some- 
what with the issuing office, and the’ 
choice of the. right office must neces- 
sarily be left to the expert usually 
entrusted with this duty. Term policies. 








“tant surrender and loan rights: 



















ta predetermined date with com pos: 
interest. These policies carry impor- 
5 To 
allustráàte the functions of such a bond, 
T will quote an instance within my own 


knowledge. 
< A company acquined a tract of land 
with a view to obtaining minerals 


for the manufacture of a well-known 
.- article of d died use. The property cost 
/ £200,000, and it was estimated that its 
“life would be at least 40 years. It was, 
^ therefore, decided to invest £2,230 per 
; annum with an insurance office to pro- 
,duee the sum of £200,000 at the end 
of 40 years. 
Now, £2,230 is not a large sum for 
a business of this size to set aside out 
of its profits annually, and it is inter- 
esting to see the effect of this invest- 
ment. At the end of the’ period the 
company will have paid in the sum 
- of. £89,200. It will obtain £200,000, 
“or a net increment of no less than 
£110,800. This increment ör accu- 
“mulated interest is in the nature of a 
“secret” reserve, being built up year 
by year by the insurance company, 
anda source of additional and undis- 
closed strength to the investing com- 
pany throughout. 
oa] will now assume that at the end 
cof the tenth year the company re- 
cquifes further ‘capital to meet a sud- 
den erisis. At this time it would have 





"—— 


willing to lend, and other sources may 
be. equally inaccessible. But the in- 
surance company by reason of the 
terms of its contract, is willing to ad- 
vance immediatély up to possibly 95% 
of the surrender value, or approxi- 
mately £22,400. This sum" can be re- 
paid at the convenience of the borrow- 
ing company. 

The same fund, namely, £200,000, 
payable in 40 years, could be estab- 
lished by a single epayment of. about 
£46,000, at which sum the fund would 
remain in the balance sheet through- 
out. Its value at the end of ten years 
would be approximately £58,500, and, 
should capital have to be raised 
quickly, the insurance company would 
advance about £55,500. 


Took Few Hours Only To 
Raise This Sum 


Let me give a typical instance of 
this type. A firm of city wholesalers 
zanted to provide a fund which 
would ensure them on expiration of 
their lease twenty years afterwards a 
sufficitnt adequate sum. (without dis- 
turbing other assets, sor having to 
resort to outside means) for the pur- 
pose of renewing their lease or acquir- 
ing new premises, For this purpose 
they took out a term policy, payable in 
twenty years, for the sum of £8,000. 





6 foot-candles . 


minimum 





(5th REPORT OF THE DEPARTMENTAL 
COMMITTEE ON LIGHTING IN FACTORIES), 


> METROVICK 


METROPOLITAN - VICKERS 


* KINGSWAY 


. .NUMBER ONE 








ILLUMINATING ENGINEE 
will be pleased to advise you or 
make a competent lighting su 
of your factory. 


METROVICK & COS? 


will provide maximum lamp efficiency essent al ft 
carrying out the Committee’s recommendations. 


Q METROVICK ILLUMINATING ENGINEERS. are 
m" located at all branches. 
in your district. 


ELECTRICAL 
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of raising the necessary 





terms of hor contract i 
the sum required 
pounds. After the ¢ 
to obtain the money, 
were in their hands within a 

Could an investment be 
quickly? 

ln. other cases, patent 
been protected in a preci 
way, At the pr i 
several large concerns 
taken. out sixteen-yeár pol 
wil give them, when their 
pire, asum which will ensbi 
meet competition either hy 
the product, by special m 
advertising methods, or ! 
such means as the boar 

Apart from such sp 
ever, I very 
build up ar 
general purposes 
that all reserves are nc 
and that the annuid 
vary with the profits 
that a definite $ 
shouldebe invested 
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years nearly £3,000, 
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LAMPS 


Apply to the M.-V. depor 


COMPANY, L 
LONDON - W 

























s ar 
ment policy can be^ ut ae 
stance, if it is possible, in addition to a 
small annual premium, to invest in any 
year, say, £479, this, without further 
effort or payment on the part of the in- 
vesting company, would produce £1,000 
in 20 years. The following year the 
profits avaitable might allow of £5,760 
being dealt with in this manner, and, 
taking a shorter period, would repre- 
sent £16,000 at the end of 15 years, 
carrying meanwhile all the advantages 
of borrowing and surrender powers, 
and being available to meet emergen- 
cies. Emergencies usually occur with- 
out notice. 

Is such a type of reserve sound in 
every sense financially? 


These Tests Which Should Be 
Applied To Reserves 











KEEP NEW RECORDS 
THIS SIMPLE WAY! 


Present-day conditions demand many new 
records. What is the quickest and most 
efficient way of keeping them? 





Firms of all kinds and public authorities 
throughout the country use "Robin" Loose- 
leaf Books because : : 

1, Any entry can be referred to in a few 

seconds, 

2, Indexing is extremely simple and ean he 

alphabetical, geographical, numerical, topical, 

or as required, 

"Dead" leaves can he taken out as desired, 

and new leaves inserted. 

4. Ten standard sizes, each tn two capacities, 

provide the right size for any particular 
record, 

5. The locking mechanism is dependable and 

easily operated, 

fi. “Rabin Books take up very little room: 

7. "Robin" Books are British throughout... 
Various patterns: of leaf re kept in stoék 
—hut most users prefer to have the leaves 
specially ruled and printed to their own 
individual requirements. 












THE '"KEMCLO" STOOL 


(Patents pending): 
as illustrated 12/6 delivered; 
17/6 with Back Rest. 
ALL METAL CONSTRUCTION 
en (except seat). ` 
LOCKER COMPARTMENT UNDER 
SEAT . (hinged to form cover). 
CAN BE CONSTRUCTED & MADE 
o CUSTOMERS OWN HEIGHTS & 
SUGGESTIONS, . 


KEMCLO” Mftg. Co., 


58, Netherwood St, London, N.W.6, 
MAida Vale 1331. 












Four tests can be applied to the class 
of securities utilised for investment : 

Is the principal, ete., safe or cer- 

tain to come in when due? 

2. Is the net return or income on 

the investment advantageous? 

3. How does the security rank, as to 
e of converting into cad and 

siable is its market value in 
time of crisis? M 

4. What are the prospects of the 

security increasing in value? 

Let us apply these tests to the sug- 
gestions contained above. 

(1) With a first-class life company, 
the principal, eté., are absolutely safe, 
and. no difficulty is experienced when 
ea becomes due. 

(2) The net return compares most 
favourably with any class of gilt- -edged 
security, 

(3) The ease of converting into cash 
has already been dealt with, and I must 































Ask for the latest "Robin" price list, 


J. W. RUDDOCK & SONS LTD. 


Looseleaf Booh Manufacturers 
Li NCOLN 

























507/. FASTER SORTING 
The Ambidex System 


Cuts out waste effort, 

Simplifies and organises sorting, 

Meets individual requirements. 

Speeds up Filing, Ledger Posting, 
Recording, Invoicing. 

Provides instant reference to papers. 

Saves Postage. 

Saves Stationery, 

Articles and Items On 

‘the Office. 


Industrial Management Write for particulars: 
Efficiency is 


IU craxg oa. See Pages 11 and 17-22 AMBIDEX 


waste reduced Equipment Company . 


and output emphasise the no ds this can be 143 Keynsham Avenue, Woodford Green, Essex 
: : ne rapidly and with expense. 
raised. with. the done rapidly and without expense 


- ] Telephone: Buckhurst 3317. 
Should it be advantageous and con- 


help of venient to raise money from a bank, A FREE SERVICE 


this form of policy is looked upon by 
banks as first-class security for loans, Subscribers are entitled to free advice 
on any problem arising in their own 


2 
® arid has, therefore, a very high loanable 

G ledhill-Brook value. — . a businesses under the following heads: 

i (4) rhe prospects of the security in- Waiüsgemánt udgét. Transpor (internal 
3 TIME RECORDERS creasing in value are certain, as the 


ing, costing, statistics, and external, costing, 
rate of' increment is laid dawn before siocks, personnel con- maintenance, eto.). 
the investment is made. The latter 


trei, ebe.). 
Lighting (t 
point brings to light the fact that there Ofios equipment (the hing (to reduce 
can be no depreciation in the value of 


nee of every kind of Costs and increase 
this form of security, and this is a 


appliance, system and efficiency), 
matter of e extreme importance when the 






































Wr te for details of Equipment and Service: 
.GLEDHILL-BROOK TIME RECORDER LTD. 
pt. 58, Empire Works, Huddersfield. 





method). Insurance (business 
Machine Acctg. (any and personal cover, 








investment of reserve funds is under spesial problems). Factory Aet, eie.). 
consideration, Service Department 
'To-day, conditions make such a type BUSINESS 





of investment very desirable. In fact 
I do not think that such a type of re- 





Whitefriars House, Tallis Street, E.C.A 





Accelerates the flow of work throughout m 









secur 
vand where sudden demands. for addi- 
tional working capital are not so likely 
io arise from time to time. 


Note: Mr, Holdsworth contributed this article 
< io meet the specially difficult conditions that 










: Time Study and 


can be established and rates set. In this 
y the worker will understand that the 
aving of time and wages does not mean 
he is to be forced to abnormal exertion. 
As long as he does not have to use a 
“special effort to gain his fair wage, he will 
“not object to producing more units and 
receiving less reward for each unit. More- 
“sever, co-operation from every side will 
be secured as soon as it is recognised that 
-these new methods make greater earnings 
possible, not only for those always at the 
head. of the payroll, but for the less able 
operators as well. 








How Management can Influence 
Workers’ Abilities 


lt i9 wrong to adopt the attitude that 
the management. can take. or leave 
workers as it finds them. There is athple 
“evidence in most trades that the difference 
< inability between one. worker and an- 
other can. be considerably decreased by 
“proper instruction. For every individual 
there is some work which he does best, 
and normally it is not hard to bring about 
‘a Satisfactory reshuffle of those who have 
been misplaced. 
~At this point I should like to say that 
for years I have insisted that there cannot 
be bad employees, but only bad employers. 
If an employee in a factory, office or on 
the road does not make good, he either 
needs to be better instructed or given 
other work. If after being given a fair 
chance he does not attain a certain stan- 
dard in any position there is something 
fundamentally wrong and he deserves 
dismissal. 
'There is still one noint which needs to 
be considered—allowances for fatigue, 












that is, the number and length of rest 
pauses required to perform different types 
of work without bodily harm, 

Through close observations and mea- 





VENUS PENCILS are 
incomparably smooth and 
long lasting, their standard 
of quality never varies. 
MADE IN ENGLAND 
KNOWN THROUGHOUT THE 
WOR 


If you have any difficulty 
.in being supplied, write 
direct. to. the address 
below for sample, stating B 
which degree you prefer. 
©: VENUS PENCIL Co. Ltd., LONDON, 8.5. 
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Continued from Page 12 






From êb 
to 
9h, hardest | 


: S are, rincip st 

same again now as then. Business men can usé 
ihem with precisely similar benefi Phe. only. 
difference is that the figures now are modified: 
sinking fund policies are a little higher, the 
premium of £2,230 for example would today be 
nearer £93,000. Otherwise the principle still holds 
good and should be of great interest and help to 
business men now, Ed, 
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workers weary 
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Wage Incentives 

A hard day at the factory amd a might of 
disturbed sleep through. air ralis- eair: you 
wonder at workers feeling tired the next: 
day? But employers aH over the country 
are solving this problem ty Meisi 
EVEHTAUT steel works seating, 
chairs are scientifically desigeed te give 
sOrrect spinal support, thes  overcom T 
fatigue and ensuring full concentration: 
Don't put up with slow production any 
longer--ensure maximum output by konplmng 
your. workers alert and happy with 
EVERTAUT Steel Works Sextbur. 





surements it is possible to determine the 
points at which the efficiency oi the 
worker diminishes and to put the rest 
pauses at these points. The advantages of 
the introduction of modern working 
methods are considerable, and one should 
not jeopardise these achievements by 
omitting proper allowances for fatigue. 
The points I have raised will, I hope. 
have shown that there are ways and means 
of introducing modern methods of works 
management "without antagonising the 
worker, but we should. never forget that, 
if a worker is doing his best to accom- 
plish a task defined by time study, a sort 
of gentlemen's agreement is silently made 
between. him and the management. That 
is to,say, the latter undertakes to supply 
the necessary raw materials, to keep] 
machines and tools in good repair and to 
maintain working conditions at the level! 
on which the standards were built up. 





























Sénd. today for instructi 
ing with EVERTAUT Steel 
io EVERTAUT Lid., Wats 
Perty Barr, Birmingham 2 


P STEEL OFFICE | 
NEEDS WORKER: 
























The above article has been abstracted from the 
British Management Year Book 1939 (Sir Isaae 
Pitman & Sons Lid. price 10s. 6d.). We have 
reproduced it here because, today, its subject 
matter is even more important than it was when 
the strain on industry was less and the need 
for efficiency in every sphere of production was]. 
not perhaps so vitally urgent. Ed. 
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‘Every Office Job 
Done to Time 


Continued from Page 24 


IN ACTION A 


dA 
LI. 


Quick and very effective action «an be. 
taken against OIL BOMB fires and any 
other fires which have developed 
beyond control by extinguishers, | 

you use the 



















*lepartments are noted. This executive, 
then, must sean all the work sheets 
frequently to see that outside depart- | 
ements and branches do their share 
promptly. In a large organisation this 
is usually desirable, especially if some 
of the executives in the branches like 
to take instructions only from those in 
authority. * 
| When the type of work sheet de- 
| scribed in the first part.of this article 
| ijs used it can be arranged to send out 
| regularly to the departments and the 
i branches those portions of the sheet 
| that apply to each of them. This saves 
| a large amount of follow-up corres- 


TRADE | 


2-MAN MANUAL 
This light “but immensely strong PUMP 
is easily worked, horizontally or vertically, 
and can,readily be carried or dragge 
position by one man. It is supplied 

with 8 ft. suction and 60 ft, delivery: 
Delivers jet or spray (by thumb contral 


pondence; for the work sheet will be IMMEDIATE @ Write for toi detaite to the 
| as serviceable as a letter in securing NUSWIET ENGINEERING 
| attention. ípr unfinished items. And] DE LIVERY c0. LTO, ELLAND, YORKS. 
| there is not the risk, as there certainly | £14- 10:0 mentioning the oct: 





| ds in hastily dictated letters, that the 
follow-up may appear “nagging” to 
; the other man. 

When this system of work sheets, 
desk books, and special files is properly 
used all routine matters dre instantly 
and completely available to each de-] nnn intends 


» 



















executive : 
This system has been in successful. 
oper: tion for several years and its 
nator says about it: 
“Formerly there was a time, dufing 
those very busy. periods which come 
now and then, and before n system 
was installed; when I found I had. to 
take home a lot of work in the evening 
just.to see what was going on. Some- 
times, too, L.spent hours ip the office 
after the others-had done. Now I can 
put thé Work Sheet covering the part 
of the business for which d am res 












TRADE ENQUIRIES INVITED 


.BRAVON | 
"ALL-STEEL || BE 
‘CABINETS | i 


M PREPARED 


For Account 
























Books, Recorda, || A.R.P. Stirrup Pumps. Jet and Spray à H P 
Documents, &o. Nozzie, 30ft. best hose. made from solid sponsible into my poc ket and BO O¥CE : 
MODEL "C" | drawn rustless steel tube, no soldered it at anytime. Tt is possible for meto. © 
parts, made by engineers. Last A lifetime. M 2 š 
i 97/6, carriage forward. immediate line up the situation jn'a few moments. 
. 50 ~ i delivery. à 
Pus 10% Carriage Paid. | PENTON ENGINEERING 






FICE EQUIPMENT Co. | WORKS, 


c 25 Grant Street, White Conduit Street 
treet, LONDON: SEI Pentonville, London, N.1, 












Your Cost-F inding 
: > Continued from Page 28 
NATIONAL SERVICE - BUSINESS OPPORTUNITIES | ana diy K 


ig essential and. accurate 


- iformation. “Records which he caii- 

; $ rsuade his employer are abso- 

|t? S t he least | * A. R. P. | * tel ntal are records’ wh help 

| “him to: lo his job when it becomes 

SERVICES & SUPPLIES" M to cut down on ex 

— ` : E to o penses, 

you can do : | ARE GOOD. INES TO He-must have figures which show that 
GIVE ONE PENNY EACH ADVERTISE IN “ BUSINESS” 


his -department is being operated at 
WEEK TO HELP THE NOW 


-the lowest cost and that it is increas- 
ee ing the. profits of the business by 
RED CROSS CARE Full particulars of rates, etc, mangol it a DE rn NE 
will gladly be forwarded on ns a great deal of attention 

FOR THE WOUNDED request to Specialised Advertise- 
" 6 
‘Start à 'Piiny-a-week' scheme where you work ment Manager, “Business,” 6 


needs paid. to makuig the 

accounting department just as efficient 

end a postcard to the Lord Mayor of London Carmelite Street, London, E.C.4. as it is possible to make it, to make 
Mansion Heus, R.G d, for m eun en Telephone: CENtral 9891. the costs of record keeping as low as 
; of this announcement. it can be made and to sell to the man- 
agement the absolute necessity of 


every single record that is kept. 











































































CLASSIFIED ADVERTISEMENTS 


'RATE--2/6 a line (average 7 words to a lin). | 
Minimum 3 lines costing 7/6; each additional line | OFFICE EQUIPMENT FOR SALE 
of part of a line 2/6. Box No. counts as one line 






Cutting Down Costs 


Continued from Page 10 
Over the years we have taken a. 
e great deal of pains over our staff. We 
Andis to be paid for; replies are forwarded free “A Large Selection . of. - Ex-Government- and Bave alwa io I heen fiver Body. 
: : s € > 3 JC ypei- Vd 

of charge; 219; discount for 3 insertions, 6%, for | UTHER STEEL AND WOOD OFFICE FURNITURE, IN K > i 


CLUDING FILING CABINETS, Desks, Cano Inpgx lesclection; we have been meticulous. 
:B, 10% for 12. Payment with order for single. ; 


CABINETS, BTC. Also Plan Cabinets, NEW AND] our training methods | and whol 
insertion. Display panels 24/- per single column SECONDHAND, AT LOWEST PRICES.— WRITE FOR heartedly generous in tlie complet 


; i e. I for | OATALOGUB, THR MISCELLANEOUS TRADING CO., 
a cg n ende eese the LTD., 134/5 HrGH HOLBORN, W.C.l. Honors 4894," | backing which we give to everybody. 
ppointments Wanted"; ertio In other words, our investment in staff, 





































= prios: Me, i OEE E the human element, is exceedingly. 
M P  ÍÀ—H——M——— É 
APPOINTMENTS VAGANT | heavy. It will be understood, therefore, 


that our concern. now for their well- 
being is very real, Our busittess is 
our staff;.and after the war, when wee ^ 
face the "difficult periód of picking üp* 
again, our success will depénd móre 
than ever ona trained and loyal staff; 
| SHELTER BEDS If, through parsimony. and short. 
FOR SALE | sighted false economies now we lost, 


— | Shelter beds, all steel, canvas base 89:22", single} One by one, our valued employees and 
Two, each with 8 drawers to | 10” high, 2 tiers 337 high, CHEAP, STRONG AND | had to-start again in the new peace with 


In very good condition. COME ORTABLE.  Immed. delivery... E.S.B.W.Co., : 
d. Bournbrook, Birmingham. t Jasmine Road. Basford, Nottm. scratch team I should consider it the 
That is why v 


ery economy W 
'ar must be 4 
3 structive of 
Į any oi the qualgies we have 
fully built up. 











Hollerifh' Manager required to take full charge of | Staff Time Checking and Job costing (im 
istullation “at large engineering works jin West | Recorders fall makes) for quick cash sale, exceptiona 
“Must. possess thorongh know Pdge of condition,- Write Betarcol.” Box 345, BUSINESS, 
and ability. to control staff, Excellent | Whitefriars House, Tallis Street, E.C.4. 
Permanent E ego Write giving de-] 
srie: ry required to Box i 
Whitel ata House, Talis S£, E.C.4. | 




















































Cash Registers, Coin Changers, Wage Payers, Cashiers, Calculators, Time Recor 
and All Business Appliances, Adding Machines and Duplicators HIRED AND RE 


SAVE TIME—HIRE AN. ADBER FOR STOCKTAKING 


NO-MORE 
ERROR 
LINE GUIDE 
CAPY. 
HOLDER 
saves the 
typist's time 
and your 
notepaper. 
Tap the lever 
and the line 
guide moves 
down. 
Price, às 
illustrated, 
30/-. 
And cheaper 
model.  21/-. 


DDOGRAPH., 


1 

i 

1 

| The Simplest Portabie 
| Adding, Listing ^ 

| Machine 
| 

i 

i 
į 
| 
I 


Delightful 
to use, 








TARY CALCULATORS ALL MAKES 
O° FROM: £12 125. 


For all calculations: 
Muitiplies, ^ divide 
adds and. subtrae 
in 1/10th time take 
to do so mentally. 
Tens: transmission in 

alk dials from 

“" £32 10s. 


Write for details 


ete. dies d 
Adding and Subt 
Dci at 


id Aul 
flat ote 
oreigi money. 
and Fee 


. THE Bi0U QUIET PORTABLE 
(dts quietness and light touch are real aids to 
“eBiciency, while its compactness, lightness, re- 

bility and beautiful work make it THE BEST. 
With four-row standard keyboard, complete in 
case, (Weight 8 Ib. nearly 2 Ib. lighter than 

all other 4-bank portabl es.) 
£14 148, 0d., 
3-bank models from 


£9 9s. Od., 
i complete in ease. 


JGELIMINATE LOSI 


FOR POUKE 
OR DESK 
So siape ABy- 


AND 
FRAUD BY USING 
A USAFEDRUARD' 
THE BEST 
.. GHEQUE 
PROTECTOR 





ed by leading Banks and firms. Do you realize 
bat an altered cheque is your own liability— 


Great Bargain £10 10s, each, 


JAN. makes of Cheque 


Writers at 


USE ORDINARY STAMPS & 
SAVE 80% IN POSTING TIME 


And let your business-getting letters look 

like persónal letters with actual postage 

stamps by using the TAPPIT stamp affixer. 

Cheaper and quicker than a post marker, ali 

stamps fixed, cMecked and counted in one 

operation. British made and guaranteed. 
Price £5 15s. 


When or 
Also a cheap 


and 


indian money, 


if usual prices. 





Ask for list. 
Fire-resisting and 
BARGAT 


OFFER 


J Vermin-proof Steel 


Office Cupboards, 

finished art green, 

lever lock, dupli- 
cate keys. 


d do wide: 55/- 
75/- 


12 in, deep, 
80 in. high, 
18 in. wide, 

6 ft. high, 2 ft. 
ihr 18 in.. deep, 
as illus- 
ud BO LS. 


Other sizes in stock. 


; 18 in. deep. 


Half the pric ot 


wood, 
Essential for stor- 
ing: Books, Papers, 
Box Fil Letter 
à Tray: 
Other Furniture 
equally cheap. 


THE 
UNIQUE 
Swinging & 


TAPP Detachable 


LETTER TRAY SET 


F'scap size 
1/8 
per tray 
extra, 





A big aid to "—— 
efficiency. Ll 
Al trays 
off, are 
interchangeable, 
swing out of 


lift 





way, leave desk 





quite clear, 





Number of Trays per Set. 
4 Trays 3 Trays 2 
38/6 33/6. 


Material of Trays. 
Light or Dark. Oak 


Trays 
29/6 
Er 
aw- 


Complete with post 
and rat for, wall 
or desk. All inland 
carragé paid. 
Approximate internal 
dimensions of trays 


AUTOMATIC 
MING E 
applies 
post free, 
to apply 


quid gum 


gummed paper, en 


4/6, po 
BARGAINS in FILING 


Vertical Stee! à 
Running FILING 
CABINETS 

4 drawers, 4to, fm 


GAB 








Architect: Charles H; Brightiff, A. 
Builders: John Laing. & Son;. Ltd. 








es of ‘Permanent Open Spac e. x 
side the Danger Zone. Special Finance. ^ Schemes quickly prepared.. 








B. & A. Ltd. now offer a new all-B 
at one third of the price of ea 


-Duplicates 
TYPESCRIPT * MANUS 
DRAWINGS iC 


etc. 


NO Ink * NO Stencil 
FROM 6— 200 COPIES 
IN 1—4 COLOURS 
FROM 4 MASTER ONLY 


——————— s 


Enquiries for Agency terms invited froi 
Dominions and Colonies and from $o 
Countries. 






















The. js RAPID” 
ENVELOPE SEALER 


Hand Operated. Type ES/1, 













“This well-built machine, with a sealing speed of. 150 
nvelopes per minute, has proved itself ideal for the 
average mail room. : 





Automatic feed. Positive separation. Perfect morena 5 


YO U R D E S K * ? : May be rented or purchased outright. 


)u may prefer to keep your iba cay ^ Extension INTERNATIONAL | COIN COUNTING 


adder somewhere else, but the fact remains it packs 


way in a 10in. space. A masterpiece of practical | MACHINE CO. LTD. 


ability. All Steel. All British. Folds in a flash. COLLEGE ROAD, CHESHUNT, HERTS. 
ds in an instant. Completely safe and rigid. A Phone: WALTHAM CROSS 3364. 


the Office and Factory. 





























alled throughout Great 
tain . by | Corporations, 
ospitals, Factories, Business 
louses, and -A.R.P. Under- 





of private users. : | a 
CARRIAGE PAID | The Woodhouse” 


je INCENDIARY BOMB 
car * CONTROLLER 


as details of the 
“instant Fire Escape No more worrying about Incendiary Bombs. Here's a 


and Gravity Loft Ladder simple and rapid extinguishing of the fires they cause. 
on application to : ‘Simple to operate, and safe for the operators. 


Fifty gallons of water easily transportable and at your 
G RAVITY service instantly with two Home Office Stirrup Pumps 
LADDERS LTD. _ fitted. 


200/202 HIGH street, | Pe Woodhouse Pyramid Attachment can be fitted if 
SUTTON, SURREY, desired for controlling the bomb. 


Write for full details now. 


WOODHOUS 


MEE PRODUCTS LIMITED ECE 


Registered Office : 
202 BROADWAY, CRICKLEWOOD, LONDON, IN. W.2. 
Telephone : GLAdstone 6695. 


108 CRICKLEWOOD "ANE, LONDON, N.W.2. 
_ Telephone : GLAdstone 7093. 











DHB 


ARE YOU z the 
WAR of IDEAS 

















l i 
| DICTAPHONE CO., LTD., el 
| Kingsway House, Kingsway, W.C.2, oan 
| Please send free copy of “Orrice Metnons | 
| AND Practice” and particulars of the Dictaphone | 
|. Telecord. | 
i AMagsté asics ds OER I EEA EAN E TES N T 
SAE ELE) IE NOR AEN S b RS S I 
I | 
TEL i 


at Your own speed, freedom 
freedom from the errors and limitations of 
error, forgetfulness and neglect. 


Get the habit of freedom. 


me Dictaphone 


of their very thoughts, 


This war, we are told, is a war of ideas—the idea of fr 
idea of a soul-less, mechanical control of men's 
But there is another war of ideas—ageless an 


better ways of doing things against the inertia that woul 
in the well-worn grooves of old custom. 


New ideas, when they are good, always win. That is w 
machine has so rapidly gained acceptance: it is ew a 
doing things. 

The. Dictaphone way is the way of freedom—free 

as you will, freedom to dictate just when and what you 


from di pendence 
shortharx 


Dictate to 





Write, call or 'phone to-day for fre 

“Office Methods & Practice. 

THE DICTAPHONE CO.. LTD. 
(Thomas Dixon, Managing Directo 

Dept. Kingsway House, Kingsway, London, W.C.2. 

Telephone: HOLborn 4161 (five line 


Manchester, Birmingham, Glasgow, Liverpool 
Bristol, Newcastle-on-Tyne, Dublin, Belfast 


And at Leeds 








M À—— i 


RELIEVES MONOTONY + BANISHES DEPRESSION + EXPELS FATIGUE 


Government departments, supported by the B.B.C., are urging the broadcast of music in indugry to 
speed up production. Already many large firms are using Dictograph Sound Installations. Information, 
demonstration, survey, estimates, or rental terms — free on request. Twenty-five years’ experience at 
your disposal in manufacture, installation and maintenance. A test gladly arranged in your own works. 









Box-type factory 
speaker 


DICTOGRAPH SOUND INSTALLATIONS 25 rim Y 


(Dictograpti Telephones Limited) ADDRESS TO EMPLOYEES - ACCIDENT, FIRE, 
’ 
ABBEY HOUSE, WESTMINSTER, S.W.I + AURELIA ROAD . . . CROYDON BURGLAR AND SABOTAGE ALARMS - AIR RAID 


Abb ss72 (3 lines) Tho 2427 (2 lines) WARNING DETECTOR 













Branches at BIRMINGHAM + MANCHESTER * GLASGOW + LEEDS * NEWCASTLE * BRISTOL * CARDIFF 


set 








OTH these new regulations are well provided for by Kalamazoo Systems. 
But more—-Kalamazoo systems go further than catering for the necessary 
records. They save the time needed for the extra recording. For example, the 
Kalamazoo "Copy- Writing" System completes Indivedual Tax Records, Wages 
Book and Advice Slips, at one writing only, taking half the time usually needed. 
Let us know your problem, and we shall send appropriate specimen forms of the 


various Kalamazoo time saving systems. 


Kalamazoo EQUIPMENT | 


Kalamazoo Ltd. and Works) NORTHFIELD, — BIRMINGHAM, 31 


WaxrraH oe 


The NEW non-smudge CARBON PAPER 


@ The back of the carbon paper is This means that each carbon fasts longer 
coated with a special preparation which and gives a sharper impression to the 
gives it a glossy waxed surface. very end. 


@ jit doubles the strength of the @ Waxcraft Carbon paper has a nom- 
carbon paper. Waxcraft camhons do noi smudging surface, it will not rub off 
“tree” or crease like ordinary carbon on to your fingers, nor will the carbon 
papers. copy itself smudge, 


@ it enables a much heavier coating @ Costs no more than ordinary good 
to be placed on the front of the sheet. quality typewriter carbon. 


Agents wanted throughout the British. Empire write: 


STANDARD OFFICE SUPPLIES CO. 


9 Lovell's Ct. - Paternoster Row London * E.C.4 CIT. 7211 



















THE COMPLETE JOURNAL O F 
MANAGEMENT 
* 


` Incorporating “The Magazine of Commerce”, “Modern Business”, ; m 
"System", "Business Organization and Management" " * 


for KEY PERSONNEL 
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scan be achleved by the installation of an EGRY SPEED: 
EED Typewriter Attachment and the use of Continuous 
Stationery. tf you have not already bad to face the prob- 
dem. you probably will, of having to maintain the output of 
nternal business forms with a depleted staff or shorter 


working hours owing to traffic delays. 

he EGRY SPEED-FEED fitted to any standare 
machine eliminates the time wasted in interleaving and 
qotsaving carbons. tt is entirely automatic in opera 
fiar and can be attached and detached in a matter 


t seconds. 









































this SN and jabeur-saver now 


Find out all apout 
jet us forward fall detat 





THE 
SPEED-FEED 
ATTACHMENT 











ANARPLE WAY 


Telephone i 
 SHEpherds f Rugha 3377 


Telegrams : 
Egrycompak, £alux, 


Pon 












CALCULATORS LTD. 


Governing Director : A. E. Low 


I 
5 HOLBORN VIADUCT, LONDON, E.C.1 
CITY 4093-4 


ARE PURCHASING 
GOOD SECOND-HAND 


ADDING, EE 
CALCULATING | 






A folder always in “its right place, 
vision feature gives lightning 
















leui orir | a 

applied to 

: ACCOUNTING MACHINES 
aie OFFICE PRINTING 





are kept perman- 
A finger touch 


gr ADDRESSING MACHINES 


LONDON, W.C.2. 
asthe, Glasgow (Agent). 










WHICH CAN 
BE OBTAINED THROUGH THE ANNOUNCEM 
N THE ADVERTISEMENT PAGES IN THIS 
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INCOME TAX DEDUCTIONS! 
THIS DEDUCTION MEANS AN INCREASE! 


UNLESS You adopt a ready and simple method of dealing with Statutory and other deductions the work of yo 
senior wages clerks will be greatly increased. Yet with short staff you are anxious to lighten their joa 

THe Cope-Chat “ Slip-Post ’’ Duplicate Payroll cuts out all senior work after the actual Payroll is completed a 
enables juniors in spare time to keep a combined record per employee covering such individual records as: - 


1. Earnings 3. Superannuation 5. Loans er Bonus 
2. Income Tax Return 4. Holidays with. Pay 6. 

















Income Tax Deduction 





EXCHANGE HOUSE, OLD CHANGE, LONDON 


Branches throughout the Provinces: 



















and Production 
takes care of itself 











The controlled flow of components to their assembly 
point dominates production. A missing part—and the 


whole ordered mechanism is out of gear. 


Let Kardex give you a simple, adaptable, action- 
compelling system for stock and production control. 
Designed by our experts to fit individual conditions, 
and used by leading firms everywhere. 


Write for Stock and Planning Leaflets, Nos. 208 and 209 


|I NEW OXFORD STREET : LONDON, W.C. I 
Telephone: CHAncery 8888 



























"HIS company is working full out 
S on important government con- 
tracts; the products we:are manu- 
facturing are of a particularly urgent 
kind. To us, therefore, as to many 
thousands of other firms similarly 
placed, the guarding of production 
Sagainst over-interruption by air raids 
is of vital national importance. 
. the only thing in this direction 
which the industrial firm can do, of 
course, is to organize roof-spotting so 
that the factory can be informed as to 
=the presence of real or not-so-real 
‘danger, thus giving to. loyal employees 
the opportunity to work on in all but 
acute danger periods. 


TRAINED Roof-Spotting Can Be e 


Reasonably Accurate 


That's the broad basis of it. But in* 
actual fact  roof-spotting can be 
'&cientifically developed into a highly 
sensitive and very reasonably accurate 
* indicator by which the whole operation 
of the factory can be governed. 

Since we organized our scientific 
scheme of roof-spotting production 
time lost in our factory has been 
‘reduced from an average of 80 shift- 
hours a week to somewhere between 
3 and 5 hours. 

We have a total of something over 
7,000 employees. We also have a 
complete arrangement of really 
efficient deep shelters. Evacuation to 
these shelters has been so well 
organized that we can get everybody 
safely underground in about seven 

minutes. But even with this good 
performance it is obvious that if we 
“retreated” every time the public sirens 
sounded production would be very 
seriously jeopardised. 
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Owing to the vital nature of the 
engaged it ts, 


if any reader 





Careful observation has shown that 
enemz action is fairly definitely 
restricted to areas, both by day and 
night. and even if an actual raid is 
being carried out on an important city 
ten miles away it is quite ‘likely 
unnecessary for our people to leave 
their work. 


2E Spotters Work In Relays 
Of Two 


Ou observer corps consists of 25 
trained men. They operate in teams 
of two, observing from the specially 
const-uctgal  "crow's nest" on the 
highest part of our roof. 

The crow’s nest is well protected 
from the weather, roofed over against 
falling shrapnel, and provides a clear 
view all round. Immediately adjoining 
it is a little cabin, electrically warmed 
and provided with a bed. H things are 
prettr quiet only one spotter of the 
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in the cabin. When th 
both watchers take on. 





for day and night. 
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year and of factory | 
able latitude is allow 
make their own arra) i 
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ver at least is on watcl 
"yellow" and "red" 
During periods of close t 
both observers wil b 
otherwise spells of 
taken by observers 
between themselves. 
Aintiously on watch shou) 
considered a maximum 
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rmally..at work until à "yellow" 
es through, then the team on rota 
«es up post. 
Crow's nest is connected to the 
varden's office at our A.R.P. 
arters by telephone. Ordinary 
vations and warnings are con- 
nicated by the spotters to the chief 
en who, in turn; announces all 
ry instructions to the entire staff 
a microphone and system of loud- 
s. 
in the crow's nest is the Qutton 
ur alarm bell In case of sudden 
fgency. such as a dive-bombing 
ck out of low cloud in the direction 
the factory the spotter would press 
alarm. This would be the signal 
Or éveryone throughout the organiz- 
tion to lie flat at once, up against any 
table cover that could be found. 


‘Selection Of Spotters Is Of 


Prime Importance 


«I consider the selection and training 
especially the selection) of men for 


servation duty is of the utmost 
mportance. 
With hundreds or thousands of 


patriotic employees willing and anxious 
y earry on their vital work in the face 
f danger it is the absolute duty of the 
nent to provide the greatest 
ection possible in the way of really 
killed recognition of menacing 
onditions. 
And there is suere way of looking 
Admitted there is this public 
pirited determination among employ- 
es. to carry on provided they can be 
arned of acute danger, how much 
re confident and heartened they will 
lif they know that the watchers 
Outside are men who really know what 
hey are doing. To have people 
working-on ina half-fearful, uncon- 
fident sort of way is one thing : to have 
them working with clear minds and 
completely confident in the men who 
are protecting them. is quite another. 
Tn the one case the quality and volume 
of work will hardly be worth while, 
the people might as well be down in 
the shelters for all the good they do. 
In’ the other, they achieve their 
mbition and. fulfil the country's need 


m 





it, protected by trained observation, patriotic employees can 
york on with confidence and that feeling of reasonable safety to 
ich they have absolute right, and which is so vital to the 


—defeat of the enemy by full-scale 
work in the face of danger. 


We Select Men With 3 Main 


Qualifications 


The type of men, we select to do this 
voluntary duty of rooí- -spotting are men 
of reasonable maturity yet of sensitive 
temperament who have also a degided. 
technical leaning. These characteristics 
provide. three main qualifications, for 
example— 


1. Mature J udgment 


Men of maturity (say 30 years of 
age or over) are more likely, under 
exciting or emergency conditions, fo 
make considered judgments. If some- 
one ‘panics’ or excitedly sends such 
remarks over the phone to the chief 

/arden that this official unnecessamily 
sends 7,000 workers down to deep 
shelters, the matter is serious. From 
this point of view alone spotting is a 
big responsibility. 

We therefore choose men whose 
judgment we know is. sound, well- 
balanced, and not precipitate. And ite d 
is important, too, that the workpeople 
know that it is men of this calibre who 
are protecting them. 


2. Sensitive Temperament 
sedendo Cab inet LI Lic easi 


Sensitiveness implies rather keenness 
of perception, a quick appreciation of, 
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3. Technical Leanni ©: 


gn 
vital. thing 


The need for a technical leaninfr is” l 
fairly obvious. If one cannot get men 
who have had actual technical 
experience of aircraft and flying then 
one should at least have men whose 
interests. lie that way or who know 
something about internal combustion 
engines and mechanics generally. This 
type of mind, too, takes more easily to 
any special training that observer corps 
men need to be given. 

These three characteristics f consider 
«ssential. I maintain it is sheer folly 
and definitely unfair to entrust the 
safety of loyal workers to so-called 
spotters to whom an aircraft of anv 
sort is no more thin an object in the 
sky. 

Many earnest and well-meaning 
people volunteer for this spotting 
business.” All praise to them; their 


willingness is appreciated. But spotting 


is a serious and responsible job. Only 
those definitely suited for it should be 


utilised... for. training and finally 
entrusted with the job. : 
On top. of natural qualifications 


spotters have to be trained. 

^ Personally, I haven't found that any 
training given by official bodies is much 
use. As a qualified pilot myself, and 
having had long experience of the 
many factors relating to flying I am 
perhaps in a better position than many 
éxecutives to judge of this. Also I 
have been able to institute our own 
system of observer corps training. 


We Do NOT Spot Aircraft by 
‘Popular’ Methods 


At the outset let me say that we do 
not train *our observers to try to 
recognise aircraft by silhouette. In the 
day time enemy bombers cannot fly 
over Britain at much less than 20,000 
feet, that-is not a lot short of 5 miles 
At such a height a machine 
approaching at 250 miles an hour 
becomes an immediate danger while it 
is still over a point four miles away, 
because a bomb. released there would 
fall dead centre on our factory. And 
how. on earth at that range and that 
angle could any spotter perceive minute 
differences in the curvature of wing 
tps or other small details of structure 
that distinguish one machine from 


another ? 
No, our training is of a more 


general character but more practical 
and useful. For instance our observers 
are trained in meteorology so that they 
can make reasonable anticipation of 
enemy tactics. They know for example 
how enemy planes would probably act 
in the presence of the various cloud 
formations. They are trained to” 
recognise enemy machines by their 
methods of formation rather than by 
trying to distinguish details of their 










urpose BF an enem; machine, especi- 
at night time. The trained ear 
for example can recognise the 
2sferuising" machine and can thus detect 
~ a potential danger since such a machine 
;may be looking for a target and might 
spot and make for the factory. A 
“machine flying flat out, on the other 
hand, is in all probability a. lesser 
«danger since it is probably bound for 
a specific object elsewhere." 

Both in daytime and at night the ear 
is almost as important a factor as the 
eye. That is why we need in our 
observers a, natural technical qualific- 
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and more understánding relation- 
ship between executives and staffs in 
industry, that need is certainly. much 
ES eater now. 

Practically the whole of the Nation's 
manufacturing resources are turned to 
war work. It is a war of machines, 
that is true. But through this mech- 
anization infinitely more responsibility 
devolves upon the man-power behind it. 


People Cannot Be Handled 


Much has been said about. the 
shortage of plant for. essential manu- 
facture. But you can. buy plant, make 
it, hire it, borrow it, improvise it. And 
when you have done that it can be. set 
to work at full efficiency, and kept at 
work: 

You cannot do that with men and 
women. It takes time, often a very 
long time, to train men and ^women to 
the skill demanded by your processes 
and to give them the necessary 
experience of your particular ways of 
‘doing things. 

_A “sufficiency of skill and experience, 
however, does not constitute a staff. 
Essential as these qualities are they 
; count for little if they lack the loyalty 
¿and goodwill which bind all together 
-4nto an efficient and stable working 
unit. 
< Fhbis stability is vital for without it 














" The things which help most are usually the quite ordin- 


consideration: the things that promote the ambitions, the - 
contentment and the health of all employees . . 


HATEVER need there may have 
been in normal times for a closer . 


Like Machines be 


aircraft that may be anything up to ten 
or twelve miles away is not at all a 
simple matter, and the responsibility 
for doing it is of the highest order. 


This Two-Alarm Principle Is 
The Basis 


The observers on duty (having taken 
up their post on *he "yellow? being 
received). normally give a first alarm, 
and then a second. These are tele- 





, ary things: the things of common sense and of thoughtful - : 
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Says BERNARD RILEY, 


bd General Manager 


British Timken Ltd. 


in this outline of Staff Management 


Policies that make ‘B.T.’ a very 
s 


hgppy concern 


continuity of output cannot fbe main- 
tained. A high labour turnover means 
incessant delays and petty disorganiz- 
ations. that in one way or another affect 
the whole work schedule. 

The way to combat labour turnover 
isto build a staff. This is done, not by 
a code of rules and regulations but by 
that wider understanding which 
appreciates the difference between 
human beings and machines: between 
arbitrary objectives and the sensibilities 
of men and women. 

However much business management 
may concggn itself with high policy this 
sympathetic handling of the men and 
women in its factories and offices can 
never for one moment be relegated to 
secondary position. 

‘To avoid any tendency to do so is 
not difficult, even in face of the many 
extra anxieties that confront the heads 
of firms today. It simply boils down 


Thus it is obvious that to determine ' 
what is, and what is nof danger from 
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to the. comprehensive. inju 
everything possible to | 
conditions that ecd 1 
the ‘contentment and the 
employees. 

li the sincere d 
actuates every execut 
be loyal response 
ation among all hand: 
organization, 

Human nature 
would probably be 
the ideal industrial 






& standard as- possible. 
what we in this company 
endeavouring to do. 

Generally, those 
móst in this direc 
ordinary and uns 
things of common sense as v 
thoughtful consideration. 
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EDOR example, 
general health. 


in ds Nalional ent 
jcel well in themselves. 
imposed on the already 
winter however, 18 à g 
this feeling well: i 
danger to health, ivy 
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To help countera 
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To guard against troubles arising from neglect it is a rule that even the 


smallest scratch must be reported. 


This view shows the new day and 


night surgery 


almost equally divided between office 
id works employees) are undergoing 
Me tréatment, and we hope this per- 
Atage will increase. 

A doctor attends regularly, examines 
the Workers first and prescribes grcat- 
ment, which is given under fully 
qualified supervisors. Usually only four 
minutes are given at first, gradually 
increasing to twenty minutes over à 
four to six wecks course. 

The ultra-violet ray lamps are 
installed in the centre of the sunlight 
rooms and white rings on the floors are 
guides to the intensity. As the course 
progresses, the worker moves inwards 
from the outer circle. 

Careful records are being kept to test 
the effects of this treatment. We are 
already quite definitely of the opinion 
that it is beneficial in counteracting the 
blackout and the long working week 
but the scheme has not yet been long 
enough in operation to permit any 
quotation of our own statistics. 


New Surgery Open Day and Night 


NOTHER of our recent innovations 
is a new surgery which is open 
day and night. Executives in all 
manufacturing — concerns, especially 
engineering, know the rapidity with 
which seeming small injuries to 
workers can, if neglected, lead to more 





serious consequences that involve 
"absence from work. 
Even in normal times absence of 


skilled hands is an expensive business. 
Just now, however, it is more than 
expensive, it is calamitous. We are 
therefore strictly enforcing our rule 
that workers must report to the surgery 
even the slightest scratch received, 
Sliding partitions can be placed in 
position at a moment's notice to divide 
the surgery space into three separate 
compartments—a consulting room 
where the doctor, who visits regularly, 
interviews patients in privacy, an infra- 





red ray treatment room, and a rest 
room. Separate ultra-violet ray rooms 
(artificial sunlight) are attached. 
Folding stretcher racks are fitted in 
case it should be necessary to deal with 
several stretcher cases at a time, and 


the surgery is equipped to handle 
almost any emergency, 
Special “After Illness” Care To 


All Employees 


E extend special care to employees 

who have had to stay away on 

account of illness. When they return 

they are given, if they need it, courses 

of nourishing extracts or any other 

"after illness" care which their con- 
dition might call for. 

But an employee's mental and 
physical wellbeing may not depend 
wholely upon his own circumstances. A 
man may be well enough in himself 
but if his mind is troubledgabout things 
at home, for example, over an illness of 
his wife or kiddies, then he cannot 
possibly work efficiently. Our medical 
advice is therefore freely extended to 
cover his family and so relieve him as 
much as possible from anxiety. 

Our surgery is specially reinforced 
to resist bomb damage, and the 
medical staff of course never 
relinquishes its duty no matter how 
urgent an alarm may be sent in by the 
spotters. 


Free Sight-Testing, A Most 
plc ilis an. oiii eine. dd 


Important Service 





N important part of ome medical 
service is that of eye testing and 
sight correction. Competent medical 
and opthalmic authorities agree that 
not nearly enough is done in industry 
tc ensure efficiency of vision. 
This seems paradoxical because, first, 
somewhere about 85 per cent. of ‘all 
industrial activity depends for its 
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successful accomplishment primarily on 


the sense of sight; and secondly, strain 
induced through eye defects is the 


basis of a vast amount of the premature . 


fatigue suffered by workpeople and is 
also the basis of a great number of the 
petty illnesses suffered by them. , 

For this double reason, therefore, it 
would seem logical, if a high standard 
of vision (with or without glasses) 
among workpeople was the one thing 
insisted upon by employers. Perhaps 
one day this will be so. 

Firms today recognise the need for 
scientifically planned lighting yet much 
of the effect of such good measures can 
be offset by defective visiog among the 
workpeople. 

While our medical service provides 
qualified eye-testing and assistance in 
obtaining glasses where necessary there 
is no compulsion about it. All our 
employees, however, are urged to take 
advantage of it, especially if they 
suffer from headaches or any of the 
symptoms that might arise from eye 
defects. ' 

To correct vision is an inexpensive 
and obvious way to improve the volume 
and quality of work as well as the 
health and wellbeing of employees. 


Maintaining 'Personal Touch' By 


Pay-Envelope Talks 


VERY week we, as the manage- 
ment, give a message to all 


employees. So that nobody will miss 
it we print it on the pay envelopes. And 
incidentally this avoids the use of extra 
paper as memos enclosed in the 
envelopes would do. 

These messages are essentially short, 
and the idea is to pass on hints about 
safety, health, A.R.P., etc., as well as 
to convey any direct message more 
closely concerned with work, such as 
thanks for specially good efforts, and 
so on, 

We began by dealing with A.R.P. 

e problems, asking questions that every- 
body should know—as we had 
previously compiled and issued to all 
hands a comprehensive A.R.P. booklet. 
Here is a typical question :— 

What gas has a trick effect and 
puts you off your guard. for hours— 
perhaps a whole day? 

You ought to know 
A.R.P. booklet. 

We found that this ‘puzzle corner’ 
touch made people try and answer the 
question without looking at the .book 
and it tended to fix the answer in their 
minds. After a few A.R.P. messages 





Us dn your 


linked up-with the national “Keep It 


Dark" campaign. The following are a 
.couple of examples :— 
Watch any stranger who pumps you 
about your work, 
Minding your own business is 
minding the country’s business 
Interspersed with these messages of 
a specific nature we have general ones 
oí an inspirational kind. For instance: 
A lot of clap-trap is spoken and 
written about putting your last ounce 
into the job. Keep yourself so fit that 
you're never down to the last ounce. 
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"Sometimes, too, we have a. more 
personal message to ‘convey. The 
factory, for instance, made special 
efforts to produce some tapered roller 
bearings wanted urgently by the 
Government. The bearings were 
delivered on time and the ministry 
concerned wrote a letter of thanks to 
the company. These thanks were not 
allowed to follow the usual course of 
being confined within the executive 
offices or buried in the files. -The next 
week's pay envelope carried to every- 
body the message :— 

The Government tenders thanks to 
you for quick production and delivery 
of bearings . * urgently required. 





*]üentity numbers workers but 


are withheld for censorship 


were given to 


reasons. 

Everyone, even humblest employee, 
has to share the work, the hardships 
and the dangers of this war. We 
therefore feel it is the least we can do 
to pass on the authorities’ appreciation 
of their efforts. The message had a 
fine tonic effect. 

We also convey our own appreciation 
of good teamwork and responsibilities 
well carried out, as for example another 
message after a specially hectic time: 

A good week's work. Thank you. 

All these messages keep up the 
liaison between executive and staff. 
The workpeople feel that the manage- 
ment does not forget them. 


Our A.R.P. Book A Success 
700,000 Copies Sold 





UR A.R.P. handbook just referred 

to was originally produced for the 

use of our own staff. At the beginning 
of the war we sent a member of our 
staff to take the Home Office special 
course of A.R.P. instruction. When he 
came back the company considered how 
they could convey to the great number 
of employees scattered throughout the 
works the essence of what he had 
learned. The works A.R.P. Committee 


felt that something concise and in very, 


simple language was needed to ensure 
that every worker appreciated and 
remembered the essential points. It was 
also felt strongly that something wa$ 
needed that would not be put aside 
after it had once been read. 

So a booklet was written, containing 
in a condensed form the information 
given in various Government handbooks 
and memoranda on Passive Air 
Defence. Information about all the 
known gases was put in tabulated form, 
with columns for a description of the 
gas, method of recognition, effects, 
method. of protection, and first aid 
treatment. 

To drive home the information more 
surely, there was reproduced in the 
booklet a poem “Tear and Other Gases 
Without Tears,” in which the essential 
facts were put into rhyme. 

Finally, to ensure that every worker 
would always have to carry the booklet 
it was also designed to serve as his or 
her Works Identity Card. For this 
purpose, there was printed inside the 
cover a form upon which the worker 
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had to enter his or her name, works 


check number, works position, home: 


address, A.R.P. shelter number, and the 
route to it from the working station. 
'The bottom. half of this form enables 
a record to be kept of each time the 
worker’s respirator is checked and 
cleaned by the works’ A.R.P. staff. 
This booklet was intended, as I say, 
only for our own use, but visitors from 
other engineering works saw it, and 
one by one asked if they might have 
for all their own workers. 
Thousands of copies were distributed, 
but the demand kept growing. It was 
eventually put on sale, and now over 
700,000 copies have been printed and 
distributed to engineering and other 
works. Even firms in the United 
States have requested copies of it. 
We feel there may still be firms in 
Britain whom we might help. Our 
company therefore will be pleased to 
send to any business executive a 
specimen copy and, in the case of 
further copies being required for staff 
distribution, to extend to them the same 
facilities as we have already given to 
our friends in the Engineering trades. 


copies 


Foot-Comfort Is Important Factor 
isst tcc. tide, 


In Reducing Fatigue 


MPORTANT from the point of view 

of general health, and of work- 
efficiency too, is the matter of footwear, 
especially among women employees. 
The tendency, naturally, is to pay a 
high regard to the factor of personal 
appearance: a girl likes to look nice 
wherever she is. That is as it should 
be, but types of shoes that contribute 
to a smart appearance are generally 
qwite unsuitable for long hours of 
standing on concrete floors. Thin soled, 
high heel shoes in such circumstances 
take a serious toll of the wearers’ 
staying power, and consequently have 
an adverse effect on their work and on 
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their health in general. 

For foot-comfort at work shoes 
should be of a more ufilitarial style 
stout, in good repair, and not fitted with 
rubber except of 
factories where the particular 
of the work demands if. 


soles, course in 


natur« 


For warmth and general] comfort in 
working conditions Wt advocat 
wooden sabots and w provide these 
for all women employees who choose 
to use them. The I not 1 ed trei 
but we allow the women to buy them 
at half the net cost to us We find this 
is an investment well worth while 

Foot-discomfort, like eyé=strain is, 11 
allowed to continue, an msidious cause 
oí more serious troubles later 


We Impose No Unnecessary 


Ban On Smoking 





N most manufacturing concerts, 
especially large highly organized 
firms, smoking at s prohibited 
We consider, however, that this is an 
austerity that necessarily be 
imposed, except of course in ‘d 
shops or departments As 
policy we are averse t 
we believe that a common 


wor 


need m 
dangerous 

general 
straints, and 


sense avoid 


ance of them is a strong factor ig 
furtgering contentment and goodwill 
among employees. 

We permit smoking in all depart 
ments where it is not obviously 
dangerous. Our workpeople appreciate 
this and co-operate wholeheartedly în 
observing the strict injunction ^ 
smoking during the half-hour before 
knock-off 

Our reason for this is pr« tionars 

This arttcl uded n 
Page 28 with T relating t 
Broadcast M1 Bright Can 
feens, Rai (nad nd an " 
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In the centre of the swilight treatment rooms ultra-violet 
installed, white rings on the floors are guides to the intensi 1s the 
prescribed course progresses workers move inwards from the outer 
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E P2. particularly the younger 
executive and clerical sides of it, is 

already short of labour. Yet the 
Government wants still more scores of 
thousands of recruits to the factories. 
It wants yet more labour (women as 
well as young and older men) released 
— from offices of all kinds and from shops 
= to swell the forces for war work on 
+ the actual benches and at the assembly 
- lines of our factories throughout the 


E. kingdom. This movement of personnel 
I ds taking place, and will certainly con- 


T tinue: will, in fact, steadily increase 
X as Britain goes to the offensive. 
— — By making more and more use of 
- modern office equipment and methods, 
- however, managements can largely off- 
set this drain on their trained office and 
© elerical staffs. 
There are still today many executives 
-~ in businesses of all kinds who do not 
7 realise the great capacity of modern 
‘ equipment, do not appreciate the tre- 
"mendous extent by which the various 
machines and mechanised systems ex- 
ceed even the most skilled human effort, 
-. both as regards volume of output and 
_ the vitally important factor of accuracy 
_ introduced, 
a Most items of modern equipment and 
— most mechanised systems can, in fact, 
| do a wider range of work than even 
— many knowledgeable and experienced 
users give them credit for. 
The leading manufacturers are con- 











—  stantly stressing this fact. Many of 
» them have developed highly specialised 
| >) departments of their own for the 
L-- special purpose of exploring the capa- 
— city of their products. The research 
© workers in these departments give their 


T whole time to applying their products 
— to the daily problems of the business 

— man with the object of providing more 
simple, more speedy and more accurate 
ways of solving those problems. Their 









uipmen 


. Make More Use Of It: It's Your 


+ 


To The Executive Overseas 


O the business man outside the 

British Isles it is just as important 
to utilise this modem equipment: equip- 
ment that saves his own personal time 
and energy, redu and simplifies the 
routine of his staff and simultaneously 
raises to new high standards of speed 
and accuracy the work in all departments 
of his firm, 

Putting this kind of improvement into 
a business, however, is not merely a 
matter of buying machines. 

The greatest dis-service the business 
community ever did to itself was to 
accept the old fallacy that to equip an 
office on modern lines meant the buying 
of various machines or “gadgets” as 
they were so often styled. . 

For years the leading manufacturers 
and suppliers of modern equipment 
worked hard to kill that myth and to 
establish the fact that adding machines, 
calculators, visible indexes and control 
Systems and so on were not pieces of 
equipment to be arbitrarily installed but 
were essential factors in modern systems 
and methods designed to  supercede 
entirely the more cumbersome practices 
of earlier times, 

Today of course it is well understood 
that these suppliers are, in effect, 





constant aim is to devise machines and 
systems that will do more and more 
work at a greater speed, with mote 
accuracy and with less effort (and con- 
sequently at a lower cost) than ever it 
could be done before. 
. 
The Addressing Machine Goes 
Far Beyond Addressing 
AKE for example the addressing 
machine. Admittedly this was a 
piece of equipment designed originally 
to.address envelopes. It was an early 





These Horizontal Planners enable production to be planned with ease and certainty for six months ahead. 


"system houses." That is, they are more 
than mere providers of equipment: they 
are business’ consultants. They have 
long, specialised experience in designing 
their products to solve specific business 
problems. 

Their service to the business man is 
not so much to sell him a piece of 
equipment as to provide him with a new 
and better method of* doing some 
particular piece of work in his business. 
That is a vastly different thing. 

To the progressive executive overseas 
this service—this consultancy service it 
can be rightly called—is as readily 
available as it is to the business man 
here at home, 

Many of the leading suppliers have 
branches of their own organizations 
abroad : many more have well organized 
agencies. Executives located in towns 
and cities abroad that are not so served 
can, however, make full use of the 
services provided from Britain, 

British firms are fast expanding their 
overseas business, Executives in Empire 
and foreign countries therefore who 
utilise these modern “system houses” in 
Great Britain will not only thus benefit 
themselves but they will also be serving 
a great National cause at the present time. 





attempt to take the drudgery and slow 
tempo out of a single operation. Today 
of course the addressing machine still 
addresses envelopes, but even though in 
some conservative minds it may still 
be associated only with this, limited 
capacity the truth is that the addressing 
machine has been developed very far 
beyond this point and is indeed a great 


*time-saver in a wide field of routine 


work that is normally hand-written or 
typed. 
e For example, in wages the depart- 
ment, names and numbers of work- 
people can be put on clock-cards, 
time-sheets, wages-bags, etc, and 
wages-sheets listed. In the accounts 
department, statements can be addressed 
and dated simultaneously; in the sec- 
retary's department, shareholders’ lists 
can be kept on stencils from which 
dividend warrants, meeting notices and 
proxies can be addressed and dividend 
and annual returns listed. 

These machines can be had electric- 
ally or hand operated and they can be 
supplied with a complete system of 


selection. Machines will print consec- 
utively, skip, repeat, duplicate or 
triplicate and can be fitted with 


attachments to list, date or count. 

The machines can be combined with 
complete “libraries” of stencils, the 
stencils being variously coloured to 
distinguish between different lists or 
categories. 

A good addressing machine there- 






& A. Ltd. now offer a new 
at one third of the price of 


TYPESCRIPT 
DRAWINGS 
etc. 


NO Ink * NO Stencil 
FROM 6— 200 COPIES 
IN 1—4 COLOURS 
FROM 1 MASTER ONLY 


Enquiries for Agency terms invited 
Dominions and. Colonies and from 
Countries. 






































r somewhere else, but the fact remains it packs 
in a 10in. space. A masterpiece of practical 
ability. All Steel. All British. Folds in a flash. 

ds in an instant. Completely safe and PES. A 
cin the Office and Factory. 


stalled throughout Great 
.by Corporations, 
Debita Factories, Business 
ses; and. A.R.P. Under- 
eas well as by thous- 





CARRIAGE PAID 


Other sizes and 
prices as 
as details of the 

“Instant ” Fire Escape | 
and Gravity Loft Ladder 


on application to : 


GRAVITY 
LADDERS LTD. 


200/200 HIGH STREET, 
SUTTON, SURREY. 


| ENVELOPE SEALER 






[This well-built machine, with a sealing speed of 150 


COLLEGE ROAD, CHESHUNT, MERTA = 






well © 


No more worrying about Incendiary Bombs. 





The “ RAPID " 


Hand Operated. Type ES/1, 


envelopes per minute, has proved itself ideal for the 


average mail room. : 
“Automatic feed. Positive separation. Perfect moistening. — 


May be rented or jae count 


INTERNATIONAL COIN COUNTING - 
MACHINE CO. LTD, 











Phone: WALTHAM CROSS 3364. 


The Woodhouse. 


INCENDIARY BOMB 


" CONTROLLER 


Here's a 
simple and rapid extinguishing of the fires they cause, 


“Simple to operate, and safe for the operators. 
Fifty gallons of water easily transportable and at your 


service instantly with two Home Office Stirrup Pumps 
fitted. 


The Woodhouse Pyramid Attachment can be fitted if 


desired for controlling the bomb. 
Write for full details now. 


woopHous 


—— PRODUCTS LIMITED RTE 





Registered Office : : 
202 BROADWAY, CRICKLEWOOD, LONDON, N.W.2. 
Telephone : |GlAdstone 6695. 


108 CRICKLEWOOD “CANE, LONDON, N.W.2. 
_ Telephone : _GLAdstone 
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ARE YOU z the 
WAR oF IDEAS 


This war, we are told, is a war of ideas—the ide 

idea of a soul-less, mechanical control of men's spc l 
of their very thoughts. 

But there is another war of ideas—ageless and ni 















better ways of doing things against the inertia 
in the well-worn grooves of old custom. 
New ideas, when they are good, always win. That A 


machine has so rapidly gained acceptance: it 

doing things. 

The. Dictaphone way is the way of freedom—fr 

as you will, freedom to dictate just when and what 

at Your own speed, freedom from dependence 
freedom from the errors and limitations of shorthand its 
error, forgetfulness and neglect. 


Get the habit of freedom, 
Dictate to 


the Dicetapho 


DICTAPHONE CO., LTD., 
Kingsway House, Kingsway, W.C.2, 


(Regd. Trade Mark 


Write, call or ‘phone to-day for free 
“Office Methods & Practice 


THE DICTAPHONE CO.. LTD. 


(Thomas Dixon, Managing Dire 


i 
r I 
| | 
| Please send free copy of “Orrice MrrHops ! 
I AND Practice” and particulars of the Dictaphone |! 
| Telecord | h 
! | Dept. Kingsway House, Kingsway, London, W.C.2. 
i Telephone : HOLborn 4161 (five line 
| | And at Manchester, Birmingham, Glasgow, Liverpool Leed: 
! | Bristol, Newcastle-on-Tyne, Dublin, Belfast 


DE, card ands vices cxkaty secs vo Suo odor bkn tane soe EAR 


Address 
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RELIEVES MONOTONY + BANISHES DEPRESSION + EXPELS FATIGUE 


Government departments, supported by the B.B.C., are urging the broadcast of music in indugry. to 

speed up production. Already many large firms are using Dictograph Sound Installations, Information, , 

iBüs-zyoe factory demonstration, survey, estimates, or rental terms — free on request. Twenty-five years’ experience at 
speaker your disposal in manufacture, installation and maintenance. A test gladly arranged in your own works. 


DICTOGRAPH SOUND INSTALLATIONS 


(Dictograph Telephones Limited) 


AURELIA ROAD . 





FOR MUSIC IN FACTORIES + STAFF LOCATION 

CONTROL OF STAFF DURING AIR RAIDS - MASS 

ADDRESS TO EMPLOYEES - ACCIDENT, FIRE, 

BURGLAR AND SABOTAGE ALARMS - AIR RAID 
WARNING DETECTOR 


BRISTOL * CARDIFF 


ABBEY HOUSE, WESTMINSTER, S.W.I CROYDON 


Abb 5572 (3 Hines) Tho 2427 (2 lines) 


Branches at BIRMINGHAM > MANCHESTER * GLASGOW > LEEDS NEWCASTLE 












OTH these new regulations are well provided for by Kalamazoo Systems. 
But more--Kalamazoo systems go further than catering for the necessary 
records. Thev save the time needed for the extra recording. For example, the 
Kalamazoo “Copy- Writing" System completes Indivadual Tax Records, Wages 
Book and Advice Slips, at one writing only, taking half the time usually needed. 
Let us know your problem, and we shall send appropriate specimen forms of the 
various Kalamazoo time saving systems. 


Kalamazoo EQUIPMENT | 


UProproton, Marland & Impey, Lod? 


Kalamazoo Ltd. 


Waxcralt 


The NEW non-smudge CARBON PAPER 












Head Office 


Mp) NORTHFIELD, : 
Typewriter 
Carbons 


BIRMINGHAM, 31 























@ The back of the carbon paper is 
coated with a special preparation which 
gives it a glossy waxed surface. 


@ it doubles the strength of the 
carbon paper. Waxcraft camhons do noi 
"tree" or crease like ordinary carbon 
papers, 


@ it enables a much heavier coating 
to be placed on the front of the sheet. 


This means that each carbon lasts longer 
and gives a sharper impression to the 
very end. 


@ Waxcraft Carbon paper has a non- 
smudging surface. It will not rub off 
on to your fingers, nor will the carbon 
copy itself smudge, 


@ Costs no more than ordinary good 
quality typewriter carbon. 


Agents wanted throughout the British Empire write: 


, 9 Lovell's Ct. > Paternos 


STANDARD OFFICE SUPPLIES CO. 


ter Row: London : E.C.4° CIT. 7211 








Solution to a Seore of Problems 


- fore can constitute an entire system for 
à wide variety of work. 

If you want to know how you could 
profitably use such a machine, the 
leading suppliers will be happy to 
advise you, without any obligation on 
your part. 

e 


Another Vast Development From 
A Simple Beginning 
NOTHER example is the great 
variety of jobs that can be done 
on modern accounting and statistical 
machines that are themselves develop- 
ments of the original adding-listing 
machines. 

Originally designed to take the 
donkey-work out of adding figures it 
soon became apparent that the scope 
of the adding machine was far greater 
than was at first anticipated. — The 
slogan, “new tools, new methods," 
which had become so familiar in the 
factory, became applicable to the 
counting-house. 

Today, the accountant who must get 
things done quickly, accurately and with 
a minimum of staff has for his motto: 
"straight from the original record of 
the transaction to the account which 
provides the information." 

This applies to every phase of 
accounting—purchases, stores, wages, 
costs, sales and those vital financial and 
trading accounts upon which the 
executive depends for guidance in the 
control of business. 

While the primary object behind the 
design and development of» these 
machines was accuracy, their utility has 
also made possible great labour-saving. 
The modern bookkeeping machine can 
post more entries in the course of a 
working day than three or even more 
clerks could possibly do by slogging 
away with pen-and-ink. 

Furthermore, machines are now 
available which will simultaneously 
record an accounting entry on two or 
more related records (such as Ledger 
and Statement, Receipt and Cash Book, 


Employee’s Earnings Record and 
Wages Sheet). Time saved in this 


manner includés that which would be 
necessary for checking the accuracy of 
each separate entry as well as the time 
required for recording each item 
separately. 

Two quite recent war-time additions 
to the clerical work of most businesses, 
the deduction of Income Tax from 
salaries and wages and the collection of 
Purchase Tax, have provided examples 
of the flexibility and adaptability of 
modern accounting machines. In many 
instances, a slight re-arrangement of 
forms and of machine set-ups has 
enabled the requisite information to be 
recorded by existing equipment. 

In view of the increasing shortage of 


trained clerical staff, the reduction of 
office hours because of the black-out 
and other war-time difficulties, it is 
impossible to imagine how the extra 
work necessitated by these measures 
could be handled ,without machine 
assistance. 

Each of these new problems has been 
carefully studied by machine accounting 
specialists, who are able to advise 
existing users how their machines can 
best be applied to the new requirements 
—and to suggest to (so far) non-users 
the methods and equipment that will 
help them to solve the same problems. 

It stands to reason that machine and 
method specialists who are continuously 
applying equipment to new and wider 
uses should know more than the 
average business executive about using 
machines to save time, labour and 


costs. To seek their advice in these 
difficué times is therefore a very 
obvious thing to do. 

e 
An Idea Of What Spirit Du- 


plicators Can Do 
ders spirit duplicator is a machine 


that now has a very wide range of 
uses. In its early stages it was planned 
for taking 100-150 &opies of type-written 
or drawn matter; because the method 
was considered to be cheaper and more 
simple than by the ordinary duplicator 
whith used stencils and ink. 

Now, however, where matter has to 
be written or re-written in any form 
the spirit duplicator can. be ideally 
adapted, sets of invoices where the 
number is variable. The reproduction 
of plans and in hundreds of instances 
Where carbon copies were previously 
J 





o-day 


used necessitating re-typing 
times (with the consequent re-checking) 
can be done on the spirit duplicator. 
Bills of lading, shipping documents, as 
well as the usual routine of agenda and 
minutes of meetings are taken in their 
stride by the use of this machine. In 
fact in any case where more than five 
copies of an original are required the 


several 






work falls naturally into the line of 
the spirit duplicator. 

This particularly applies to works 
production routine re, from the 





issue of raw material to the return of 
the finished parts to the store, a com- 
plete control of every operation must 
be kept. Progress departments must be 
kept informed ; the operators must haye 
a receipt for the finished goods in the 
cases of piece-work payment, and the 
wages department have à 
copy of the work done by the operator 
and the amount accepted as finished by 
inspector. 

So that against the old hand-written 
o1 even type-written methods with the 
numerous checking and cross-checking 
to ensure accuracy the work and 
application of the spirit duplicator for 
this type of routine ! 


must aiso 


| 


becomes obvious 


e 
‘Fact-Machines’ Offset Shortage 
Of Skilled Staff 

ISUAL systems of fact-control, 
appreciated and widely used as 
they are by progressive concerns, art 


now proving themselves to even tht 
most die-hard, conservative executives 
who formerly stuck to less modern 


A small radio inter-communication speaker like this between executive and secretary Saves scores of 


delays and turns much wasted time into profitable work. 


By fRickinf a switch the executive cau 


talk straight through to his secretary and start dictating instantly or diving any other instraction. 
He thus avoids the wasteful routine of ringing for her and waiting while she gathers up materials 


and walks to his room. 
to take dictation or answer questions, 


It saves the secretary's time, too, since she need not leave her desk either 
More than two points can of course be served. The executive 


can have the master station with extension speakers at as many points as necessary throughout the 
organization. , , 
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These fact-machines, if they can be 
referred to in that term, are compen- 
sating for shortages of clerical staffs 
by keeping the strain of quick, efficient 
fact-finding off the shoulders of 
executives and senior employees. 

Many kinds of data needed for the 
management of a business can, by 
means of visual control systems, be 
compiled and presented by junior and, 
in many quite unskilled staff. 
This quick and easy presentation 
enables the top executives, without loss 
of their own time, to make their review 
of all the facts necessary for well con- 
sidered judgments on vital issues. 

With supply « conditions changing 
overnight, for instance, the stock 
position is a key factor in all executive 
decisions on production or sales, and 
executives must be able at any time to 
make a rapid survey of the 
position as it affects this or 
product 

Visible signalling enables this to be 
done in a few moments. 


Cases, 


stock 
that 


Broadcasting Saves 


at DAVID BROWN & SO! 








Special simplified schem 
meet war conditions, reduce the writing 
of records to a minimum and give a 
clear signal-picture of the entire 
position. 


Ww eT AT) 


Planners and Graph Panels are also 
helping more and more to get speedy 
and accurate control of many classes 
of facts. ]n many cases these systems 
reduce the control to a simple matter 
of moving a signal or positioning a 
small card. 

Again, quite junior clerical labour is 
sufficient to maintain the working of 
these syStems. x 


Machine Increases Volume 


This 
Of Typing Output 


WORK common to every office is, 
of typing. There are 


course, 
various ways of increasing typing out- 
put: by the more intensive distribution 
of work, by the setting quotas and 
payment of bonuses for over-quota 
z 


Time — Entertains 





HIS is the control board of the internal broadcasting system that is used in this 


famous organization for the following purposes: 


(1) Broadcasting. important 


offices, 


executive 


announcements 


throughout the works and 


(2) Locating members of the staff who are required to take trunk callser any other 


urgent matters, On hearing his 


name broadcast the individual concerned goes 


to the nearest telephone and gets in touch with our exchange, who give him the 


necessary message or instructions 


(3) By an alteration of the lunch-hour to 12.15 p.m. to 1.15 p.m, it has been made 
possible to broadcast the 1 o'clock news in the various canteens, a service that is used for purely repetitive work than 
very much appreciated by workpeople who would otherwise be out of touch for some other jobs, ordinary corres- 
with the news until late in the evening. 


es, evolved to 





achievements, and so on. But all these 
methods merely drive the human 
machine harder without doing anything 
to assist the labour involved. 

jut when you are short of the actual 
personnel that you need the harder 
driving of the fewer number dogs not 
always achieve the results required. 

This is where all-electric typewriters 
can help a lot. 

By actual test a good operator on an 
electrically operated machine can give 
double the output of an ordinary 
machine. 

The reason for this is that, on the 
electric machine, a great many of the 
operator's manual movements are cut 
out altogether while the effort of 
actually using the keys is reduced 
very greatly, a 2-ounce -pressure only 
being required as against a 30 or 32- 
cunce ‘strike’ on an ordinary machine. 
For instance, the carriage return, 
back-spacer, line-spacer, type-shift and 
tabulator are all power operated from 
the keyboard. The time-wasting effort 
and the fatigue which this eliminates 
in a full, hard day's typing can be 
realised. 

On the electric machine, too, the 
depth df the typed matter does mot 
depend on the force with which the 
keys are struck by the operator. The 
tcnsion is set beforehand and thereafter 
the same 2-ounce touch on the keys 
produces a consistent impression 
throughout. 

This is of particular benefit when 
many carbon copies are wanted. The 
electric machine can give up to twenty 
clear copies at a time without any extra 
physical effort on the typist's part. 

Transcribing from dictating machine 
records can be done 50 per cent. faster 
by an electric machine operator. 

Thus this machine, by giving higher 
output without driving and by reducing 
fatigue instead of increasing it goes 
right to the root of the difficulty of 
short staff. It does compensate for the 
dearth of the human element by 
enabling one person to do about twice 
as much work as formerly. 


LJ 
So Of Course Does The Use Of 


Continuous Stationery 


? ENTION of typewriters naturally 
brings to mind the use of con- 
tinuous stationery. Few executives 
realise what a great proportion of a 
typist’s time is unprofitably occupied 
in :—inserting carbons; jogging paper 
and carbons into alignment; inserting 
in machine; aligning in machine: de- 
carboning ready for next lot. 

All that is non-productive work. In 
ordinary correspondence work it is bad 
enough, but in repetitive work such as 
invoicing it is prodigal waste. 

In repetitive work continuous station- 
ery Can save time as shown in the table 
on page 28. 

Continuous stationery is more widely 


Continued on Page 28. 












. Says CECIL CHISHOLM, 





‘the unemployment figure 
1241) tells.us nothing. Without 
reak-down by trades it is value- 
articularly while the total is 
‘stationary. True, 21,000 more 
/-were without jobs in Mid- 
ber than in’ Mid-September, while 
-Mid-November the majority were 
orbed... Change was caused by 
30,000. women. being evacuated away 
rom their work. during September— 
Jetober.. And.;so. what? 

he one thing we need to know is 
many more people: were put on 
The Civil Servants cloak 
failure: here quite neatly 
‘ite inexcusably. 
icism of the Government for 
ng 835,000 nominally unemployed 
the middle of our crucial war effort, 
owever, is overdone. No ingenuity 
all-reduce those on short time much 
below 170,000, nor | can . casual 
unemployment be got. far below 28,000 
at any given moment. Nor yet can the 
number of "totally unemployed" be go: 
much below 300-400,000, as I have 
explained here before: But hundreds 
of thousands of workers must be trans- 
ferred from inessential industries to 
jar work. This is where the Govern- 
‘ment falls woefully short. 



























































































Scotland Buys 
Double of These ... 


C) 955 shop sales reflect the rush 
A tö buy before the incidence of the 
Purchase Tax on the 21st. A rise of 
6 
“Allowing for the. rise of 25% in the 
cost of living this shows a fall of 
748-296 in the volume of sales over the 

country. But that apparent fall is due 
entirely to the poor sales in Central and 
West London (—8.6) and London 
suburbs (—7.7). 

Over the rest of the country (outside 
the South-East) sales of dress and 
household goods were exceptional. In 
"Scotland dress piece goods sales were 
up by 117% over last year's good figure, 
in the North-East by 106:8, in the 
North-West by 74-4, in the Midlands 
and South Wales by 88°6%. In all 
these areas the total sales of women's 
| wear goods rose by 42%-53%. Sales of 
women's wear, furnishings, hardware, 

‘fancy and sports goods also rocketed. 

The increase in sports goods sales 
averaged around 95% (outside Scot- 
land). The reaction is already with us. 
But the heavy new rationing of many 
eventually give them 












We Must Export W rey M 
Not Merely to Where We Think They Ox 


M.A., Business Consultant 


*8% follows September's fall of 656. ^ 


. : T. e£ Oct. 
Latin Americans Can't Thousands f/s. ig ad 23.300 
Buy ALL We Sell S a 
AOO NO for the blitzkrieg and Oct 
the new U Boat campaign, the ED 1939. + di 
overseas tradéffigures are encouraging. POETA D: 1939 .. 1M 
Imports are up by £4:6 millions—and ilt Sep 
taw material prices have scarcely risen. EMPLOYED . 1940 
Exports are down by £7:8 million, it | 
is true, due to abolition of necessity to | Oet., 
lodge documents before cargoes are Thousands 1940 
shipped in the case of a majority of NAM 
exports to Empire ports. November D 
figures should not therefore suffer from i det. 
this time-lag. ING 1939 103 
'The effect of the Dominion limitation " 
on exports of non-necessities to the Dep. MN: 
Empire is another matter. In theory : 1940  ... 11348 
excellent, in practice this idea is in. | 1929-100 "P 
many ways absurd. Latin Americans MEI 








RETAIL 


Pept. 

; = SALES eee 
Prices Rising dd 
Too Fast Aug., 

ET prices are already rising too " Oat} 4 
Y fast. Wholesale prices up another * 1937 —100 (S pe du 
1% in October, retail prices nearly Sept. 

1:256 up in four weeks. Now retail 1940 i 
prices are 25% over August, 1939, (all) í d ý 
wholesale prices up 45 ^ 556, food prices 
up 58:596, industrial materials and 
manufactures up 39%. And the pace Oct. 
quickens. Only raw material prices RAW 1939 
remain stable, due to gluts in some | MATERIAL i 
cases, control in others. IMPORTS | Sep 

Inevitably prices are closely followed 1940 2190€ 
by wages. Already in the July-Septem- T ELA 
ber quarter wages averaged 15:7% " 
ee the 1938. level, uh cost of Thousands £s | Oct, 
living up by 22%. As usual, however, 1940 23i 
the sheltered trades, the engineers and 
the railway employees are enjoying Pe 
more than the average rise, while hotel, | Oct, x 
shop. export and many other workers TOTAL | 1939 395 
are paid on the pre-war levels or below IMPORTS a 
them. . »ep 

This is largely due to the Govern- (940... 76 
ment's failure to control and harmonise Thousands £/s |. : 
wage levels in even the crudest way. Oct, p 
if the method of paying "costs plus" 1949 84,000 
for war material gives the engineers a T 
case, the method of guaranteeing the Oet 
railways a profit level of turnover is OA 
even more disastrous. A policy on TOTAL 1939 

s DOMESTIC 


wage levels is essential so long as the 
State remains the virtual employer of a 
great part of the workers. 


EXPORTS - De 





just don't want from us hundreds of , 1940 
dress, furnishing, household, fancy aM 
goods and.eengineering products that 
many “Empire citizens need. The 
Colonial Office especially will be com- 
pelled to fight this new Financial 
Theorem of the B.O.T.: are our 
colonial peoples to be driven: 
hands of Japanese and American 
industry—at prices they often. can't 
afford? 
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N ATURALLY, the interest of every- 
i body in this land is bound up with 
our production of aircraft. It is con- 
cerned, too, with America's production 
«9f airplanes. London's Evening Stan- 
‘dard. recently gave this glimpse into 
“the Glenn Martin works there, as in- 
dicative of their modern, 
methods of manufacture. 
One of the features of the Martin 
plant is the infinite pains taken to 
simplify every operation. Regular 
film shots are taken, unknown to the 
workers, of various points in the 
Sfactory. They are shown to an 
“audience of shop foremen, technical 
“experts, managers, directors. 
Each of these watches the per- 
forming of some task with which he 
i familar. Suddenly out of the 
darkness wil come a voice—‘Stop 
there! See that man? He has ‘to 
walk four paces. Why is that? Can't 
we bring those stores to him, and 
cut out those four steps?" i 
Or someone will suggest that a 
¿man who has to bend down ewery 30 
seconds could be saved that time- 
wasting effort if the lever he reaches 
for could be lengthened. l 
An operation calling for the 
stretching. out of an arm will be 
' simplified so that only a hand move- 
ment is needed: a hand movement 
may be eliminated altogether. The 


VEN the tremendous publicity 
given in the Press (and still being 
| given) to the menace of epidemics 
this winter is not a bit too much. Such 


Raise Output, Reduce Fatigue 


efficient « 


outward result is the striking im- 
pression of effortless efficiency and 
of orderliness that pervades the great 
shops; the result in saved hours and 
speeded production can be ascer- 
tained by reference to the firm's 
records. 

Now the moviee* camera for motion 
and time study is not used in this 
country as much as it should be. It 
has a big advantage over direct 
observation on the spot. Direct obser- 
vation, however patiently carried out, 
always suffers from the distraction of 
environment, especially in big engin- 
eering shops. 

In the film, however, distractions are 
cut out and the observer sees only the 
points on which he needs to concen- 
trate. Moreover he can stop or repeat 
à scene or an action at will, 

The flm has enormous possibilities 
in this direction; it provides a quick, 
constructive way of increasing  effici- 
ency and reducing fatigue not only in 
the big factory but in the small works 
as well. 

One of the great fallacies that must 
be exploded is that these modern, 
scientific methods are suitable only for 
the big business. Work is work wher- 
ever it is carried out and it is just as 
important that the energy of 20 men 
be most efficiently directed as it is that 
2,000 men should be so assisted. 





Don't Let Polluted Water Add. 


publicity is the only wap to reveal the 


true extent of the danger. Attention 
has been concentrated upon the risk of 
air-borne germs such as colds, 'flu, and 


Left: With so many people 
doing fresh jobs and hand- 
ling additional responsibili- 
Hes; with phone numbers 
and addresses changing, and 
so on, these lee printed 
slips attached to corres- 
poudence do something to 
help the recipient in the way 
of saving his time. Effec- 
tive slips can be run off on 
your own office duplicator 
or printing machine 






pointed ott. à 
One of the most important items of) 
A.R.P. equipment for all business firms. 
to have is an emergency supply ot; 
drinking water. The ease and security. 
with which such supplies can be ñor- 
mally drawn from the mains has 
rather put industrial A.R.P. workers 
off their guard. Look into the first- : 
aid room or shelters of any business |. 
firm and the few pots, jars, bottles or Gi 
urns of drinking water will be found 
neatly lined up. This water of course 
is changed every day—from the "never- 
failing" mains. 


Bomb Damage May Take Weeks 
To Repair 



































That's all very well, but one unlucky 
H.E. falling just where it isn't wanted 
may smash both sewage and water 
mains, and at once you have violently 
polluted water. 

The breakage may be covered with 
tons of debris may take many days to. 
repair. In a situation like this, what 
use the few pints, or even gallons, of 
pure water stored in the little emer- 
gency containers? 

Obviously, here's a condition that 
needs guarding against at least as com- 
pletely as against “flu. Typhoid and 
other diseases from contaminated water 
are just as deadly epidemics as ‘flu. 

Fortunately, there are available small, 
portable water filrers that will purify 
even the most polluted water. 

One such type, with a purification 
capacity of 30-50 gallons of water per 
hour is an ideal size for the average 
business firm, 

This particular filter involves no 
chemical process and, of course, no 
boiling. It has a particular kind of 
double filter bed which, in a single 
process of filteration, both clarifies 


.Water of all solid matter and renders 


it pure and sterile by the removal of 
bacteria. 

With one of these filters the user 
can take water from a river, pond, or 
even the polluted water from the bomb 
crater, and quickly convert it into pure 
drinking water. 

This pure water safeguard is cer- 
tainly something that should no longer 
be overlooked. 


Courses for Spotters | 


RAINING of roof spotters is now 
going on at a hundred different 
centres up and down the country, Firms 
wishing to make use of the facilities naw 
available may nominate one member only. 
of their spotting team to take the course, ` 
which lasts five days. Corntact with the 
appropriate centre is made through the 
local A.R.P. Controller, whose address 
can be hád at the Town or County. Hali, 
or the local Council Offices.- 


* 





By A. C. RANKIN, 


Secretary of a Small 
Size Manufacturing Firm. 


NE D GERS of many small busi- 
nesses frequently get along with 
obsolete methods because they think 
modern methods are so expensive that 
only a big office can afford them. But 
this is not true. Even a small office, 
employing only fifteen people, can 
afford machine accounting, modern 
collection and payroll equipment. 
Typical of what can be done in a 
small office to relieve the burden 
imposed on a business by obsolete 
accounting methods is the experience 
of a:small company which is taken as 
this example. 


Orisinal Staff of 15 Easily 
Handle More Work 


There are only fifteen people in this 
Office, one hundred and fifty employees 
in the business, and about one thousand 
active accounts on the books. 

Recent contracts had caused the 
business to expand considerably but, as 
one of the executives said: 

Our office space was so cramped that 
we could not see how to fit in any more 
staff or equipment. We called in a 
number of accounting experts to study 
the problem and from them we learned 
that our present staff could take care 
of its entire load of work without 
strain, through the installation of an 
electric accounting machine and a 
visible file for accounts receivable and 
accounts payable. 

Under the present system of posting 
accounts receivable debits and credits, 
each tvpe of entry is posted in detail 
on the statement, ledger, and journal 
in one operation. To start the 
operation, the customer's old balance is 
picked up on the bookkeeping machine. 
Charges are made directly from copies 
of invoices, the balances being extended 
on the ledger and statement. Distribu- 
tion. is automatically made to various 
subaccounts on the sales ledger 
journal. Totals of charges are auto- 
matically accumulated and by agree- 
ment with the adding machine total of 
invoices, previously taken, prove that 
all charges have been posted in the 
correct amount. 


If An Error Should Occur It 
Is Spotted Instantly 
A proof key prints a special mark to 


show the operator that the work was 
performed correctly after the machine 


Big-Office Time-Saving Methods 





Without adding to staff or enlarging office space this firm found 


that the full load of increased work could be handled in less time 


and at lower cost by a few items of modern equipment. 


In particular the modern equipment enabled statements to be got 


more promptly, and simplified work in connection with the pay roll. 


has automatically posted the balances. 
If the proof key will not print, the 
operator knows at once that an error 
has been made, either in listing the 
balance in the first place or in the new 
Balance that is shown on the statement. 
This saves althe checking at the end 
of the month, as was formerly 
"necessary. 

The total of charges accumulated is 
posted to the control of accounts 
receivable. This gives in one figure, 
the present amount owed to the 
company by customers. 

All credit postings are indentified on 
the cash received journal by name. 
Distribution is made directly to the 
several internal accounts at the time 
of crediting customers for payments. 
The total of each distributing column 
is accumulated automatically, and the 
cumulative totals for the month are 
carried forward just as in the sales 
ledger. The total of credits is auto- 
matically accumulated and agreement 
with the bank slip proves the posting 
of all credits. 

This total of credits is posted to the 
controlling account of accounts receiv- 
able and furnishes in one amount the 
net balance due the company by all 
customers. It also provides the account- 


ing people with current cash balance 
available for operation 





A visible file with a sliding signal 
shows at a glance the month of the 
oldest balance  outstandi: the 
customer's account, and permits the 
clerk to draw balances « heck out 
standing balances without wasting time 
in studying the account minutely each 


time this work must be dor 


Coloured Signal System Provides 
Easy Identification 


As the accounts are “balanced, thi 
over the no-balance colum Coloured 
signals enable the accounting depart- 
ment to tell at 


a glance which are up 
to-date accounts, slow accounts, or 
accounts which have been turned over 
to collection agencies antl must be 
watched. 

In making payments on purchases, 
duplicate remittance advices are used 
for recording -the variou iudited 
invoice items. These posted 
currently as bills are received "which 


have been passed for payment l'he 
voucher register is prepared in the 
same operation, but the distribution of 
charges to the various internal accounts 
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account, the distribution | charge is 
recorded by hand on the back of the 
duplicate copy of the remittance advice, 
which now serves as a voucher. The 
distribution charge is entered from the 
vouchered invoices into the proper 
columns on the voucher register in red 
ink. This plan is used to keep the 
number of distribution entries at a 
minimum. The voucher, audited in- 
Voices, and other supporting papers are 
led in the vendor's folder in the paid 
"bills file; for future reference or audit, 
er being paid. 





Time Saved On Disbursements 
And Payroll 


To take care of disbursements on 
ounts payable, the cash disbursed 
journal is inserted in the bookkeeping 
machine. Cheques are written from the 
remittance advices. The net amount due 
each. vendor is at all times available 


Silence Rooms In 
A.R.P. Shelter 


N the basement air raid shelter of one 
large firm that we visited recently 
much of the mechanised equipment of the 
office has been installed so that work can 
be carried on, All this, however, makes 
‘considerable noise so a number of 
sound-proot fed booths’ have been put up 
n which dictating machines have been 
alled so that executives can carry on 
with their dictation undisturbed. 
So. successful has this idea proved, we 
were told, that even when no alarm is in 
force executives often retire down bel low. 
tó the booths as they find the quietude 
“helps them to cope with difficult dictation. 


——À 


There IS Paper for 
-© Direct Mail 
Lavish. use not permissible but 
more postal advertising campaigns 
^^ ean be carried out 


ISCONCEPTION exists among 
many business men regarding 
restrictions on paper used for mail order 
dvertising, True, the Paper Controller 
ias imposed restrictions on the sending 
Qut. of advertising circulars and gata- 
logues, but these restrictions are by 
means absolute. It is still possible far. s 
considerable - amount of mail order 
advertising to be done: more, in fact, 
than is commonly believed to be possible, 
and the paper is available for this, 
The-widescale exodus of people from 
the larger towns to the rural districts 
renders some form of mail order adver- 
tising more necessary than ever to enable 
many businesses to maintain, their- 
'onnections. 





: : 3 J y done. | hc 
h disbursed journal serves às a 
cheque register and  in.. addition 
accumulates the various ‘totals for 
distribution to the general ledger. 
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The distributions are made at the 
time the cheque is prepared. The bank 
1s credited with the net amount of the 
cheque, the discount account with the 
discount earned, and the accounts pay- 
able or general ledger account with the 
total amount of the invoices paid. 

Payroll work is also done on the 
bookkeeping machine, and can be 
handled in one-third the time previously 
taken to gather the same information 
and complete it. 

The employees’ time sheets are used 
both for posting and for the payroll 
journal Employees' names are inserted 
on these sheets in advance on a listing 
machine. They are turned over to the 
timekeepers in the factory, who insert 
the employees’ time each day. At the 
end of the week, wages are figured and 





‘Skeleton’ Displays 
Now for Windows 


NEW type of window display, 
called a “skeleton” display, has 
been developed by the Co-operative 
Society of a well known Midland town. 
No merchandise is shown, only show- 
cards, cut-outs and display pieces. 
These skeleton displays thus prevent 
bomb damage to goods which nornsally 
are used in windows. For, as is well 
known, even superficial bomb damage 





All-British Spirit 
Especially 
Interesting New Machine 


N view of the special article on pages 

12-13 calling the attention of the 
executive abroad to the modern office 
equipment and services available in 
Britain and of which we can make 
great use, the announcement of a new 
all-British Spirit Duplicator designed 
expressly for the overseasguser is of 
importance. 


As we go to press we get brief 
particulars of this machine. It is very 
compact and has the special feature of 
a minimum of parts so that long, hard 
work with it is possible without 
servicing. And when servicing is in 





"various 
ol the? deductions are de ie 
upper registers for the payroll. ! 
In the lower registers, the deductions. 
for each individual pay checks are 
accumulated and gross amount is 
reduced as reductions are made, The 
date is then inserted on the check and 
the machine automatically prints the; 
total deductions ard the net amount 
due to the employee. The name being 
written here is a positive proof that the 
check has been issued to the proper = 
party. wA 
At the completion of the writing of > 
all checks, the upper registers are 
cleared. This furnishes the operator 
with gross payroll proof, individaal'and ` 
total deductions, as well as net payroll ` 
paid for the pay period. 
The management feels that due to 
the savings in overtime, discounts, and 
work under pressure that the purchase. 

































































of this modern equipment for its office 
has been a wise expenditure. 
has caused a considerable loss and” 


spoilage of merchandise of all kinds. 

Reports on the experiment show that 
no loss of trade has resulted. The 
Society find that the public fully under- 
stand the need for the innovation and. 
do not mind the lack of goods in the 
windows. 

The idea is likely to be adopted by 
retailers generally, as it can be used 
effectively for displays of almost. any. 
type of merchandise. 


The originator of the scheme is the 
secretary-manager of the society. 





Duplicator Built 


‘for Export 


for Executives Abroad 





due course needed this is rendered very. 
easy indeed by the machine's simplicity; 


Typical work of which a Spirit 
Duplicator is capable is outlined under. 
its appropriate heading on page 13. 
This special export model can handle 
the full range of such work. 


Up till now the foreign origin of: 
these duplicators, coupled. with high. 
landing costs, have made them extreme-- 
lv expensive for overseas users. This 
new all-British Export model, offered 
at an attractively low. price, should 
overcome that long standing difficulty. 
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This is Why Your e Tighting Should Be 


URING all the hours our indus- 
tries are at work, by day and by 
night, the activities of every 


worker depend upon light. 

The human being's power to see any 
object of his work depends solely upon 
the light reflected by that object 
through his eyes and so to the inter 
preting mechanism of the brain. 


The various essential qualities of 
this reflected light depend upon the 
qualities of the source from which 


they emanate, and upon the manner in 
which they emanate. 


Improperly Applied Lighting Can 
. Be A Real Menace 


During the day this primary light 
source will be mainly natural daylight. 
Speaking of it in general, daylight is 
so generous in its quality and its distri- 
bution that it need not be discussed 
here. It the artificial light source 
that demands from us the most con- 
sideration because, unlike the liberal 
flood of natural daylight, artificial light 
depends to a far greater extent for 
its effectiveness on the human manipu 
lation of it. In fact improper or un- 
intelligent handling of an artificial light 
source can not only rob it of any 
effectiveness at all but can render it 


is 





Notice 
dent curve 
tionately 
intensity 
figures refer to daylight 
conditions 
light 
the 
more 
the factor of 


It enables 


wee wN — 


. 
m 
o. 
Illumination in this 
shop approaches near 
to the ideal: good 
general lighting that 
disperses shadows, 
permitting no dark 


corners or unrevealed 
obstacles, and higher- 
power local lighting 
directed on to the job 
Note the’ easily ad 
justable (for angle) 
local light fitting 


menace working 


an absolute 
within its range 


to persons 


light 
of 


For instance, by allowing a 
source to emit glare into the eyes 
a workman, that workman is not only 
"prevented from doing his work pro- 
perly because he cannot sce, but he 
also subjected to painful eye-strain and 


15 


e made to risk injury through accident 
by machinery or near-by obstacles. 
Glare of any sort it fatal to clear 
vision. 

The manipulation of lighting by 


engineers or experts who understand 
the science of lighting, however, brings 
about “visual results" far above what 
is ordinarily accepted normally 

In other words, the experts can 
the workman “better seeing” and 


as 
rood, 


vive 


Output to be increased and 


Properly PLANNED 


improved 


Fatige and Accident-Risk Much Reduced 
Spoilage and Waste of Materials Reduced 
Floor Space More Profitably Utilised 


Staff Health and Morale Improved 


thus enable hin 

more work nd ti 1 f il 

experience less fat I 
Here are some 1 t ed 1 

improving the ami f alli 

on the work surfat 


Better Lighting: Better Output 





Dperati t Fo 
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Carburettor 

Assembly 
Machine Shop R 
Knitting 
Loom 7 
Sheet Metal 

Work 


Woodworking 0 


Spinning 








POWER Of Your shting [s 
Not Decisive Factor 
Although these r outp 
figures were obtaine sing tl 
foot candles of li 01 
moment imagine that hapi rd m 

crease in the canal lá , 

lighting will automatically. bri bou 
similar results | 

higher power bulbs 

lighting system les fi i 1 








fore. Increasing 
not the same thir 5 
candle-power 

When the expert ini 
candles (1. the 
may, among other 
candle-power of « 
light sources. But 
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Nature of work to be hinati. 
Position of the light sources, 
Nature of reflectors, 

Nature of surroundings. 

factors is a very 
each is absolutely essential, 


Each one of those f 
wide one, 





Well distributed lighting of 25- 
work ; 


40-45 f.c. 


and all are so closely inter-related that 
they cannot be considered separately. 

Improv ed lighting is one of the best 
safeguards against accidents. Even in 
natural daylight, when it falls to its 
low winter levels, accidents i incregse as 
a direct result. The accompanying 
graph is an indication, taken from 
average statistics covering a number of 
manufacturing industries: and these 
are fatal accidents. Many more occur 
that involve painful injuries and ab- 
senteeism from work. 

Poor artificial lighting is of course 
more conducive to accidents than is 
poor daylight. The need therefore is 
all the greater for still higher standards 
of artificial lighting. This is confirmed 
by the new minimum standard (and it 
is a minimum!) laid down officially by 
the recent Lighting Order. 


Vital Economy: Spoilage and 
Waste Is Reduced 


In many factories, even today, the 
doen of work ‘deteriorates after 
‘dark, especially as the blackout imposes 
-extra physical difficulties. Many 'ur- 
- gently needed articles are spoilt because 
sce well enough to 
avoid errors. In some cases they can- 
not even see the faults when they are 
made, so poor and unscientific is the 
lighting. 

Improved visibility brought about by 
better lighting saves this, enables high 


standards of work to be maintained 
after dark, and keeps the waste bins 
empty. 


Works Floor Space Can Be 
More Profitably Used 


Good lighting ensures that all the 
available floor*space can be used; there 
are no dark corners or gloomy areas 
given over to accumulations of stock 
or rubbish. Good lighting keeps the 
works clean by showing up dirt and 
muddle. 

If the light is poor the work and 


30 foot candles, just right for this. sewing 
raised to 


but extra units in the lighting scheme 
when dark materials are being worked upon 





Better Staff Morale, and I 
Supervision Needed 


progress and distribution of Wk 
Planned lighting puts the light wher- 


ever it is warited and makes the tasks The contrast between dingy interiors 

easy in any position. Proper planning and clean well-lit shops is réflectad in 

vives actually vreate > ʻe AR je 

gives actually greater control over the spirits and the morale of the | 
workers. Darkness and dim surround- 


ings encourage laziness, fatigue and | 
shirking; light encourages activity and 
the better conditions*result in improved 
co-operation on the part of the workers. 

When the shops are well illuminated 
the foremen and inspection staff can 
see better and easier, they can lead and 
instruct better, besides the staff them- 
selves being more alert. 


The Best Conditions Always 
Attract The Best Workers 


It is a well-known fact that the best 
conditions attract the best workers. A 
good worker knows that he is worth his 
money wherever he goes, so naturally 
he will find his way in the end to the 
emplover who provides the best work- 
ing conditions. Lighting is the most 
important factor in making the sur- 
roundings attractive and cheerful. 

Planned lighting, besides giving all 
the individual workers just the light 
they need for their work, owing to this 
verv fact helps to provide a cheerful 
and happy atmosphere in a factory. 


permit this to be 

























Left: For fast, accurate typing without 
eve-strain individual units raise the local 
lighting to so foot candles. The opaque 
shades prevent any direct rays from the 
light sources from striking the users’ 
eyes. The units are moveable on the desks 
so that they can be adjusted also to avoid 
glare by reflection from the machine key- 
boards. 


Note how the walls of this office, and 

of the one below, are light coloured thus 

assisting the general lighting by 60 to 70 

per cent. reflection. Light walls and sur- 

roundings give vow more lighting value 
for the current you pay for 


This planned lighting scheme provides special units (see arrow) to illuminate 
clearly the contents of filing cabinets, Each of these lights has separate switches 
to enable them to be used only as and when required. 
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How To Set About : à $ 


— PLANNING A CANTEEN 


Planning and installing a Canteen need involve the firm and its 
busy executives in no worry or detail at all. The services of 
specialists are freely available to do all this. Here is an outline of 
all the factors they investigate for you ý 


By FRANK W. BARBER 


Tq the manufacturing concern, pro- 
vision of a canteen is, to-day, a 

matter almost as important às the 
provision of heat and ventilation. It 
hardly needed Lord Woolton's recent 
announcement to confirm this obvious 
fact. 

But to many thousands of manufac- 
turers this question of a canteen is a 
new one, something with which they 
are not so familiar as with matters con- 
cerning heating or ventilation or power. 


LET THE EXPERTS WORRY 


The head of the average business 
who has not so far needed to do any- 
thing about feeding his staff has been 
inclined to think that consideration of 
a canteen will involve him in a lot of 
detail that he has neither the time nor 
the “knowledge to deal with satis- 
factorily. 

In this contention he is really quite 
right because to provide a worth-while 
canteen service for anything more than 
20 or 30 people is certainly no job for 
the uninitiated. 

But just as no managing director in 
his senses worries about devising and 
installing his own lighting, ventilating 
or other major service, no executive 


requirements into the hands of those 
who know best how to handle them, 
To the indivdiual firm that wants a 
canteen of its own this is the soundest 
advice, but in cases where several 
small firms agree together to run a 
joint canteen, on the lines so strongly 
urged by Lord Woolton and other 
members of the Government, to consult 
experts is absolutely essential because 
only such experience can marshal the 
widgly separated factors and deal with 
them successfully as a single problem. 


HERE IS AN OUTLINE 


To give the business man some slight 
idea of what canteen planning really 
involves here are some of the things 
the experts have to take into con- 
sideration. It will be obvious that the 
executives of the firm itself’ cannot go 
into all these things: they are too busy 
with their daily work even if they were 
qualified to do so. 

First there is the district in which 
the canteen is to be established. Work- 
people in different parts of the country 
have different preferences in the matter 
of feeding. In the South, for example, 
provision for great quantities of soups 
as a major item for lunch would not be 


need bother himself trying to plan hise popular. But in the North and in Scot- 


canteen. 
Leave it to the experts, That is by 


land there would be a riot if the soups 
were not forthcoming in vast 


far the best, the quickest and the quantities! 


cheapest procedure. You leave your 
heating and ventilating to the appro- 
priate engineers: so put your canteen 


In the Lower North and part of the 
Midlands the demand for fish and peas 
or fish and chips is dominant. In the 





No firm need consider itself too small to have its own self-contained canteen, 

This little staff is happily provided for by the domestic gas stove and one or 

two other items of modest kitchen equipment. Small installations of this kind 

are as well and economically provided by leading canteen equipment firms as 
are the big canteens serving the largest staffs 24 hours a day 





the 


and 
characteristic mid-day meal 

[ don't mean to convey the idea that 
the country is rigidly sectionalised m 


South meat vegetables is 


matters of diet, but there are definitely 
these preferences and obviously they 
have an important bearing on the type 
of cooking and service equipment to 
be provided. 


CANTEENS AREN'T RESTAURANTS 


Tife plan of a canteen service differs 
distinctly from that of a restaurant OF 
hotel. The canteen, quite from 
providing first-class feeding, must proe 
vide, above all, speed. 

The restaurant or the 
to feed, say, 500 guests, does not need 
cooking and service equipment on à 
scale to yield 500 meals simultaneously, 


apar 
apart 


if it has 


ytel, 





Its widely varied menu, plus the fact 
that meal periods are spread over far 
longer times, calls for ti] nt of 
much smaller capacity but much 
wider variety. 

The kitchen of à busine canteen, 
on the other hand, must produce a 


comparatively narrow menu and it 
must produce its full capacity at once; 
That is, if 200 hot lunches are required, 
even if there are two sittings, the cane 
teen kitchen must be capable of turning 


out the full 200 lunches at one time 

THE GREAT NEED .SPEED 

To do this the whole the canteen 
must be planned just as a modern fac- 
tory is scientifically planned for pro- 
gressive output and—speed 

The layout must be m this logical 
order: Reception of 1 naterials, 
proper checking, distribution to various 
preparation tables, preparation, cook 
ing, service to “customers.” 

The movement of all work must be 


back-track- 


continuously forward 
ing, overlapping or ot 
movement, 


vasting 
stung 


‘EMPTIES’ AND WASHING-UP 
But the progressive service oi food 
is only part of the business. Speedy 


feeding cannot be achieved unless the 
collection of “empties” and the wash- 
ing-up is adequate, planned on an 
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y fitted into the production line as 
x the other factors. 
= REFRIGERATION, VENTILATION, 
E STORAGE 


Integral with this plan of production, 
however, comes also the provision of 
refrigeration, storage and ventilation, 
without which no kitchen can work 
successfully. The selection and pro- 
vision of these items is as much the job 
of the expert as the choice of cooking 
and service equipment. 


DISPOSAL OF SCRAPS 










T — Vital, too, are proper arrangements 
= for the quick, clean disposal of food 
— . Scraps and other waste, A dirty kitchen 
-~ is a crime, yet it is inevitable without 
_ planned hygiene. The proper disposal 
— of scraps was of course essential at 
any time; but today, with the need for 
= pig and chicken food so urgent, the 
- matter is vastly more important from 


-i 






— the national as well as the individual 
— point of view. 

__ The planned disposal of waste, there- 

_ fore, must be part of the whole canteen 


= . production cycle, as important as any 
FEA 


-other part of the progress line. 
WHAT FUEL, AND WHY 
aed MB Mi NR A Bui 





ES Still other factors that the canteen 
_ ` planners must take into consideration 
~ are: (a) the space available in the busi- 
—— mess premises for the canteen; (b) the 
L^ kind of space: i.e., whether a nice spa- 
= ious area is available or whether an 
-- awkward corner with all sorts of ob- 
_ stables has to suffice; (c) what kind of 
\ fuel available: i.e., gas, electricity, live 
— steam, solid fuel, or combinations of 
— any of them. 
— - Obviously all these things influence 
- the kind of equipment that can be in- 


- Stalled, items a and b having a par- 
AU k 








Make Your Own Packing Materials 






Item c is very important, not only 
from the point of view of expense but 
in the vital matter of flexibility. The 
fuel supply for a canteen must, above 
all things, be infinitely variable and 
precisely adjustable to needs of the 
moment for,only in this way can fuel 
expense be kept down to a minimum. 

Fortunate is the firm that can draw 
off from its own mains a supply of live 
steam. This, supplemented here and 
there with gas, forms the ideal com- 
bination of economf and flexible fuel 
for cooking and service. 

If no steam is available gas as the 
sole fuel is the next logical choice. 
Many experts prefer electricity. Well, 
that is all right, experts often differ, but 
I am speaking of my own quite lengthy 
experience and what I put forward is 
my own opinion based on observation 
in a great many of the most successful 
canteen installations. But whatever 
fuel is utilised will necessarily be 
largely governed by whatever elements 
the firm has conveniently on tap for 
its own manufacturing processes. If 
steam is to hand, all well and good. 
If heat treatment processes in the, fac- 
tory provide gas, then this should be 
taken advantage of. Similarly, in an 
all-electric plant, the canteen will have 
electric equipment—with possibly some 
form of solid fuel emergency equipment 
for use in the event of breakdown. 


YOU MAY NEED THIS 


In fact, in view of the risk to-day of 
breakdown in amy of the fuel supply 
lines, whether purely internal as in the 
case Of steam, or external as gas or 
electricity, some form of simple 
emergency equipment run on solid fuel 
(coal, coke, paraffin, etc.), should be 
seriously considered. A hold-up in 





From your waste 
paper this heavy duty 
paper-shaving machine 
will shred one ton of 


per day. Endless belt 
feeds in paper, and 
pressure rollers will 
flatten down cartons 
and wads of paper for 
shredding. This shred- 
der, too, is a useful 
destructor of confi- 
dential documents as 
it destroys them 
utterly 


"'Hold-up- i. facto 


us 

y production. — ——— 
Canteen engineers can advise on this 
point of emergency equipment. 


WHO WANTS THE SERVICE? 


Whatever the size of a firm it hagdly 
ever happens that all its employees, of 
executive and general staffs, want to 
make full use of the canteen service. 
There are always a certain number of 
personnel who want to, and can, go 
home to meals or who prefer to bring 
their own food or to go outside for it. 
The canteen planner's job is to find out 
exactly all these facts. He must dis- 
cover just what number of people have 
to be provided for, and to what extent : 
ie. whether they want the full service 
of meals or if they want merely 
beverages to go with food which they 
bring from home. Some people like to 
bring, say, sandwiches or meat pies 
from home and then round off with a 
sweet from the canteen menu, and of 
course beverages to taste. 

All these individual fancies make a 
difference. No canteen of course can 
be run on whims but, in the aggregate, 
the little preferences tot up and must 
be taken into general consideration in 
the plan. 

This in itself is quite a business. It 
entails careful and delicate enquiry. In 
the average staff there are always lots 
of people who cannot make up their 
minds at the outset. The executives of 
a firm haven't time to go into all this. 
But the canteen experts can do it. It 
is part of their job because it is an- 
other of those factors that influence 
the capacity of the equipment to be 
installed. 

Having found the basic number, how- 
ever, a safe and adequate margin must 
be calculated to cope with extra de- 
mand that might suddenly arise 
through any unforeseen circumstance. 


HOW SHALL THEY FEED? 


In fairly small firms with employees 
numbering up to, say, 150, it is usually 
possible to deal with meals at single 
sittings. But it may happen that, owing 
*to particular circumstances, such as 
shift working, managerial policy re- 
quires different batches of workpeople 
to take meals at different times. 

And in the case of large staffs of 
course separate sittings are usually 
(though not always) essential. 


FAMILY PARTY, OR WHAT? 


Another basic matter that has to be 
settled is the important and rather deli- 
cate one of social status. How are the 
various grades of employees to be 


useful packing material accommodated ? 


I know one famous firm where the 
managing director and all top execu- 
tives mix freely with the rest of the 
seven hundred odd staff in one huge 
well-appointed dining hall. The "chiefs" 
are given no preference at all in the 
matter of food or service. In fact no 
preference is possible as the canteen 
and staff provides an extraordinarily 
high standard of cooking and service 










prefer to keep the purely 
executive ining room. separate: not 
through any traif of selfishness; on the 
the contrary, they keep -apart because 
thet. feel that the staff may prefer to 
be absolutely on their: own at such 
times. 











dual decision. Each firm must make up. 
(dts own. mind; the canteen experts, 
however, can help by giving examples 
: of their experience and by diese 
| uggestions. 


HERE'S YOUR SPEED 


"I spoke just now of speed. Speed of 
service is essential or there will soon 
- be ructions and dissatisfaction and the 
whole object.of the canteen will be in 
| jeopardy. 

dna well organised canteen eight 
hundred People should be served in ten 





















LECTRIC trucking for internal 

works transport is one of the fac- 
tors playing a very big part in the 
speed-up of our industries now. Com- 
“spared with the old method of hand 
“trucking, the electric power method 
can be said, on average, to do treble 
the work at one-eighth the labour cost. 
_ In some works an even greater saving 
"than this has been made, but one has 
cto look at the general level and not 
‘only at the high spots. 


The Trucks Do More Than 
Merely Carry 






Apart from trucks that merely con- 
vey, valuable as these are and essential, 


“attention is being given to electric 
trucks that also lift and/or stack. 
"These types of trucks in a works 
improve the efficiency of the whole 
internal transport system as, used in 
; conjunction with loading platforms, or 
stillages, fewer trucks are needed to 
handle a given volume of work. Loads 
are placed on independent stillages at 
,any number of points and the electric 
lifting truck comes along and handles 
them without the driver even having 
to leave his platform. The pick-up and 
set-down is quick and clean, and the 
vactual conveying speed from point to 
point is about 400 feet per minute. 
One user with a single truck and a 
number of stillages in a paper ware- 
house reports that he shifts about 200 
tons of stock-a day. In 64 years that 
he truck has been operating he esti- 
that he has carried a volume 





: ‘These P ower-Trucks 
Can Speed-up Your Internal Transpo 


^in some kinds of work, more and more - 











to be served in 63 minutes, but that 
was with top-notch team work not often 
possible to get in the average canteen. 
Eight hundred meals in ten minutes 
is a good high standard that can be 
reached in any canteen that is planned 


and run as it should be. * 
co These social matters are for indivi- ^. 


‘LAST BUT BY NO MEANS 
LEAST—GOOD CHEER 


As a final word J should like to urge 
the importance of Lord. Woolton's 
latest injunction: Let your canteen be 
comfortably, cheerfully furnished. Let 
it be warm and well lighted. Apart from 
its valuable utilitarian purpose let it 
extend a friendly welcome to all whom 
it is intended to serve. 

It is no sentimental whim, this 
recommendation of cheer. It is a vital 
psychological and physical factor every 


Fuel for Electric Trucks 


Running. 


handle a wide variety of jobs. 


truck, does three times the work at one-eighth the labor 


cost. 


By W. 


that would provide three full loads for 
the Queen Mary. Not bad going. 

Apart from its handiness, the impor- 
tant featufe today about the electric 
truck is its low running cost and of 
course the fact that its fuel is not 
rationed. 

The standard battery equipment for 
the average internal transport truck 
is 20 cells of 129 ampere hours 
capacity; the "juice" required for a 





800 workpeople 
_ Experienced canteen-ar 





Running Cost on full load is less than a Penny a Mile 


Interchangeable Batteries give continuous Non-Stoj 
Lifting, Tipping, Stacking and other types of bodies ca 


On average, an electric truck, compared with a manual: 








“bit as important as. 
nishers understand its 
can provide full advice 
fulfil this need. 


There is no human be: 
does ‘not react. poweríu 
ciatively to extra comt 
fulness at meal times and 
hours. Work-hardened men Í 
great foundries and heavy enginee 
shops to the latest joined young wi 
in the light industries ali feed 
and feel better m such. circum 





































war-time factors iy to impose 
and depression it is se 
every employer to fight ti 
by lavishly providing “all tt 
cheerfulness and comfort 
power. These are great t 
weapons for good: and they 
expensive. Let us use them. 















are 













is Cheap and is Not Rationed 












































W. SIMS 


full.charge. is about 11 units. 
current at 2d. a unit this wor 
about 8d. N ig 
wil take the truck, on 
jobs, for approximately | he 
cost is therefore less than a penny a: 
mile. x 
Another advantage £ 
truck is the fact that, wh 


With a 












petrol-engined 





igher ra 
Furthermore, as the electri 
mits no fumes of fuel or oil, it can 
sally well be used in factories and 
rehouses handling foodstuffs. as in 
laces: where less delicate goods have 
to -be. transported. 

nterchangeable Battery Sets Give 
Non-Stop Service. 

full day’s work for an average 
ck can be said to be about 9 miles 
th a full load all the time. This 
etty well exhausts the battery charge. 
it the truck need not go out of com- 






































































S a very useful non-rationed 
alternative to petrol how best can 
town gas be used in motor vehicles, 
pecially light delivery vans, and how 
o its advantages and dis-advantages 
ompare with petrol? 

Tn the first place we must realise that 
th the internal combustion engine the 
power output is dependent upon the 
hermal value of the fuel and air 
ixture that we can get into each 
inder, and upon the way in which 
hat’ thermal value can be converted 
nto mechanical work. 


-You Can Compensate For The 
' Power Reduction 


If we take the thermal value of a 
etrol-air mixture as being 100 heat 
units per unit yolume, the thermal value 
“of a gas-air mixture will be about 87 
for the same volume. Obviously, 
unless we supercharge we cannot get 
more gas-air mixture into the engine 
than we did petrol-air. Hence the first 
effect that we may expect from a 


. > 


"Town Gas as a Fuel— 
How to Get The Best Out Of It 


or Delivery Vans and Cars 


substitute in these days of petrol rationing. 


“continuous operation. 


In addition to electric trucks with 
simple lifting-platform bodies, the 
chassis can*be fitted with a stacking 
arrangement by which loads up to one 
ton can be elevated to any height up 
to ten feet. Tipping hopper bodies can 
also, be provided for handling loose 
materials. Or wherg single heavy loads 
(as in engineering shops) have to be 
lifted on to the truck platform a motor- 
driven crane can be incorporated that 
lifts two tons five feet in less than a 
minute. 





ompared with petrol Gas has some disadvantages: but it also 


s advantages over the liquid fuel. The former can be offset and 


e latter retained so that town gas can be adopted as a very use- 


-ean also be used equally well in suitable types of stationary 


change-over to gas is reduction in 
maximum power output of abou 
thirteen per cent. This c@n be counter- 
acted in several ways :— 

1. By increasing the compression® 
ratio. Even with compression ratios of 
the order of 14: 1 gas will not 
detonate. Increase in compression ratio 
is accompanied by an increase in 
thermal efficiency, in other words the 
same input of mixture will develop 
more power. 

2. Supercharging. This will obviously 
give a greater input of fuel and there- 
fore a greater output of power. All 
types of supercharging may be used, 
but what is known as the Erren 
principle of injection of the fuel during 
the compression stroke is especially 
suitable when gas is stared under 
pressure. . 

3. Readjustment of ignition timing. 
A slight ignition advance, accompanied 
by the closing of the plug gaps to about 
8/1000” will give best results on gas 
fuel. 

To give best results a petrol-air 
mixture should be set 20 per cent. rich 





this country this is a 


colourless exhaust. 


outputs. This mixing and proportioning 


"words 


be used 
eoretically 





to 1 vol of: gas. This wil have ; 
number of results, all. favourable :- 

1. There will be less incomplete dom- 
bustion, meaning less sooting. of. the 
engine and practically non-toxic: "and: 








ka . H 

2. Less fuel will be required for the -5 
same amount of work as performed by . 
petrol, ie, an increase in thermal 
efficiency brought about by an increase 
in combustion efficiency. 


A Special Type Carburetter Gives 
Proper Mixture 


In supplying an air-gas mixture to 
the engine, it is necessary to arrange 
first of all that the air-gas ratio shall 
remain substantially constant at about 
43: 1 for all engine speeds and’ power 


is performed in an apparatus analogous 
to the petrol carburetter;. A jet is. 
taken to the throat of a venturi attached 
to the air intake of the ordinary. 
carburetter. Naturally the diameter of.. 
the throat of the venturi should not be. 
less than that of the venturi in the : 
petrol carburetter, and due allowance 
must be made for the obstruction. 
caused by the gas jet in the venturi. Ás^ 
the air velocity -through the throat 
increases so the pressure decreases and 
so the discharge of gas from the jet 
will increase in direct proportion to 
the increase in the air flow. In other 
the mixture will remain at 
constant strength, 
Now obviously there must be no: 
discharge of gas from the jet when the 
engine is shut off, so it will be necessary 
to provide for some counterpart to the 
float chamber of the carburetter. A gas 
governor is therefore used. VOS 





















Slow Running and Quick Starting 
Is Arranged 


This arrangement does not allow, 
however, for the supply of gas for slow 
running and starting, so that it will be 
necessary to connect a small by-pass 
irom the inlet of the governor to the 
engine side of the throttle, the by-pass. 
being controlled by a suitably-loaded 
valve to prevent discharge of gas when 
the engine is shut off. 

This arrangement is completely = o0% 
satisfactory and gives, when correctly ^. 
tuned, remarkable ease of starting up 
from cold.  . 


Gas Is Essentially CLEAN 
In Use 








There is one further advantage to be 
gained from using gas, and that is 
there will be no cylinder condensation 
when starting up- from cold. See 

And now a few. words about t 








he: : 











PRIMUS 





























YOUR 
typing staff is 
wasting up to 
30” of your time 

WITHOUT 





PRODUCES 
30% EXTRA 
OUTPUT 

THESE DAYS 











Handier 
no the to Record by Han@ 


PRIMUS. AUTOGRAPHIC REGISTER 


is another aid to efficiency in your organisation! For HAND- 
WRITTEN RECORDS, the Primus Register used in conjunction 
with Continuous Stationery -ensures the same speedy, smooth 
operation, while a copy automatically locked in the machine 
provides your auditor with a check on each transaction. 






Telephone 


Nuisance, aren't they? Billing, Invoicing, Day Book Recording, 
Works orders and Interhouse records . you know them all 
for what they are, non-productive necessities! 
nor your competitors can prosper without them 


Yet neither you 
But you can 


produce them 30% faster; you can save 507. of your operators’ 
energy too; the time-waste and trouble of interleaving carbons 
aligning, feeding can even be eliminated if you switch over to 
Primus continuous stationery. So NOW, start your out-put 


speed-up; conserve typists’ energy; cut down time and expense 


by getting full information from 


Carter-PDavis Lid. 


Queen Elizabeth Street, London, S.E.] 


P 0204-5-6 














“Gas: Container 


is the balloon, 
unsightly, and 


: pod "df all. there 

bulky, cumbersome, 
giving but little range. Itis, however, 
imimiediately available; and certainly 
would: help to keep transport on the 
road. 


Then there .is the high pressure 
Cylinder. Expensive and difficult to 


obtain at the moment, with high 
pressure filling stations few and far 
tween, it seems to be a luxury for the 
wy but with a little encouragement 
rom the Government maybe great 
ides will be made in this direction in 
aute a short time, Perhaps specially 
manufactured gases will be used, and 
haps engines will be designed 
ecifhically. for using gas. The Erren 
ngine, with high compression ratio 
ind gas fuel injection, has been shown 
to give a thermal efficiency of 40 per 
cent. compared with the 23 per cent. 
of the petrol engine. 











‘Gas Offers Economies To Stat- 
ionary Engines Too 


The question of using gas as a sub- 
stitute for petrol fuel has refeived 
considerable attention, but another 
equally important question may also be 
entioned in passing—the use of gas 
replace petrol as a fuel for station- 





minimum 


9 METROVICK 






METROPOLITAN 
-NUMBER ONE - KINGSWAY 





foot-candles 


(Sth REPORT OF THE DEPARTMENTAL 
COMMITTEE ON LIGHTING IN FACTORIES) ° 


- VICKERS 





! 6 -an 
which are obtainable at all times, à 
the application of gas to stationary 
motors need by no means be confined 
to periods of petrol shortage. 


Conversion Is Done In The 

Same Way 

Stationary motors may be converted 
in exactly the same way as the motors 
for vehicles described above, and a 
number of conversions have already 
been carried out with great success. in 
fact, the successes which have already 
been. obtained on stationary motors, 
have already given rise to the sugges- 
tion that the principle might well be 
extendéd to other applications. Portable 
motors would give equally successful 
results if gas fuelled wherever gas 
supplies are available. 





Other Uses For 


Your Stirrup Pumps 


SOME months ago we referred to 
a-firm that had effectively camou- 
flaged its. factory building by getting 
their 'own lads to spray on the colour 
with ordinary stirrup pumps. 

At another firm we recently saw van 
bodies being camouflaged by the same 
simple means. 











For. exaniple spraying: e 
buildings, washing cars, disinfecting 
drains; or, in season at home, spraying < 
insecticide on the roses or watering the 
garden, Quite a useful gadget, the 
stirrup pump. 



































The Purchase Tax 
Explained 


ERE is a book, by T. J. Sophian* me 

(Jordon & Sons Ltd. 5/-) that is ^05 
useful to the buyer who has not studied ^^": 
the Finance Act, which incorporates: the: xn 
Purchase Tax, As this tax is an entirely oo" 
new one cin this country very little 
practical information is available except 
such guidance as is issued by the Customs 
and É xcise Officials. 

One of the biggest difficulties for the 
business executive is to decide just what 
is meant by the term “Wholesale value” 
and whether certain types of goods are 
really assessable. These questions will 
only be decided by experience, ; 

The author has divided his ireatise into. 
two sections, First he gives a summary ` 
of the material statutory provisions, and: 
in the second section the text of the part 
of the Finance Act dealing with. the 
Purchase, Tax. The text has been. re- 
printed section by section, and following 
each section is a legal interpretation of 
phrases and elucidation of certain doubt- 
ful points, 











ILLUMINATING ENGINEERS 


will be pleased to advise you or to 


make a competent lighting survey . 
of your factory. ; 








METROVICK & COSMOS 


LAMPS 


will provide maximum lamp efficiency essential for. 
carrying out the Committee’s recommendations. 


@ METROVICK 
docated at all branches. 
in your district. 


ELECTRICAL 





ILLUMINATING ENGINEERS are 
Apply to the M.-V. depot 





LTD. 
W.C. 2. 


COMPANY, 
LONDON - 








Continuous Form Billing in addition to regular typing 


Your typewriter actually does the work of two machines 
when used with "''Fanfold" Continuous Form Adapter, 
because the many time and money-saving methods of the 
Continuous Form Billing Mgchine are added to all the 
advantages of regular typing. 


"Fanfold" Continuous Forms typed over our Attachment 
effect savings in Billing time and costs, ranging from 17% 
to 78%, without affecting the operation of the typewriter 
for regular correspondence and other purposes, 


"Fanfold" Adapter places no strain whatever upon the 
typewriter carriage; because of the very simplicity of con- 
struction and operation ‘there is nothing to get out of 


anfoJ, 


TRADE mane 


NORTH CIRCULAR ROAD, LONDON, N.W.2 


Teleohone : GLAdstone 5477 (3 lines) 
















REQUISITION Books 
Trave ERs’ Books 


Srock Books 


OrperR Books 
Receipt Books 
Invoice Books 
DELIVERY Books 
Postcarp Book? 
On, APPROVAL Book 


Wilkes Duplicate Books 


Duplicate, Triplicate, Quadruplicate, Quintupli- 
cate: sewn, stapled, limp covers or stiff bound, 
there is a book in our range to suit your every need, 
We make them in thousands for the big users, 
and in fives and tens for the smaller man—all 
with the same care and attention, from the machine 


that casts the type, to the wire or thread which 
binds the book together. 


James Wilkes Ltd 


Printers Serving To-day's Commerce 


MOXLEY ROAD WORKS, BILSTON 


the work of Two ` 








"INFRA DIG" FOR OFFICE STAFF *) 
TO USE A TIME RECORDER* 


NO! Not with the new 
INTERNATIONAL 


` Supevelectere 


It is an office machine that's different. 

It shows and registers the time, yet 
has no clock face. 

There are no handles or levers to 
manipulate. 


It is accurate and amazingly efficient. 
It is streamlined —modern. 
It registers at a touch. 





Where an International Recorder is 
installed, the staff are happy to register their 
time. It is fair to all: ensuring that punctual 
employees are known and curing the tardy 
habits of those formerly unpunctual 


Ask for free copy of "Modern Office Timekeeping 
Phone Temple Bar 5841, write or call 


INTERNATIONAL TIME RECORDING CO. 
112 STRAND, LONDON, W.C.2. 


Head Office : International Works, Beavor Lane, W.6. 


LTD., 








Valuable for Safeguarding 
Health of Workers 


Says Medical 
Officer 





‘Black-out’ 
‘workers’ efficiency just at this time when th: itry needs it 
creased fitness for quicker production 

That is why so many firms are now providing sunray lamps 
for their operatives and office staffs. Short regular ton 


conditions and winter hardships ar owering 


ultra-violet rays increase energy, reduce C 
resistance to disease.. They are easy to adminster. Th 
greatly appreciate them 
Firms from the largest enterprises—1I.C.L, Ford s, í 

to quite tiny producers use Hanovia sunray ps. The new 
Hanovia booklet "Fitness in Industry” tells you | 
ultra-violet rays in industrial welfare, We shall be glad to send 
a copy free of charge to any Director, Partner or Welfar 
Supervisor. Just send your business card to 


HANOVIA LTD. 


SLOUGH. 
(LONDON SHOWROOMS : 3 VICTORIA ST- S.W.1 


tatiqu« 


| THE LEADING EMPIRE MAKERS OF ULTRA-VIOLET RAY LAMPS 
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Should a fire result from an improperly 
| disposed of match or cigarette end it 
will become obvious within that time. 





Music To Enliven Work And 


Relieve Monotony 
anmenn 


SIC in working hours is no new 
thing with us; we can probably 
n to have as long án experience of 
vas anybody. We can therefore state 
th some authority that it is definitely 
helpful in dispelling boredom and 
atigue in many types of monotonous 
ork. And this applies particularly 
uring dark months when the propor- 
on of work in blackout hours is so 
m ch greater and when the all-round 
iculties of winter working have to 
e contended with. 

Our ideas have come down to these: 

roadcasts of records in two sessions 
oh day to quiet shops where work is 
of-a monotonous nature, We keep to 
one class of music in each sess#on— 
altzes or marches. Mixing them 
psets rhythm. We never broadcast 
cal records as these tend too much to 
ocus attention on the performance and 
ract it from the work. 

At meal times we broadcast light 
ssical music. In A.R.P. shelters we 
"over stirring choruses which is the 
last appropriate type of music for 
h- occasions. 

Complete. music relaying equipment iS 
t expensive considering the service 
renders, and it is easily installed. 


Bright Canteen That Extends 
A Welcome 


ORD Woolton touched on an im- 
portant point when he recently 
ppealed to industrialists to make their 
anteens attractive as well as useful. 
e. primary function of the canteen is 
course to PHONE good food well 


To Stay in Their Jobs 


Continued From Page 11. 


cooked and promptly served. But the 
benefit of this provision is enormously 
increased if.it is presented in surround- 
ings that ‘welcome’ the employee and 
which convey to him a sense of 
pleasure and comfowt and rest. 

No elaborate. measures are needed to 
provide this.. If the services of a good 
decorator cannot be 
amazing what can be achieved by giving 
women employees a chance to display 
their natural abilities to brighten things 
up. A dingy canteen should never be 
allowed. 


Sixpence A Week Air Raid 
Victims Fund 


EFORE finishing these notes I 
should like to mention a scheme 
which our employees have started 
entirely on their own initiative. © 
It is a fund to provide immediate aid 
to fellow workers who may become air 
raid victims. Men contribute sixpence 
a week and women threepence a week. 
A large number have joined the 
scheme. The Directors are helping by 
a direct contribution and by arranging 
for contributions to be deducted from 
wages and paid direct to the fund. 
This is a “first aid” fund designed to 
provide ‘clothing, meals, and other 
necessities, while new homes are found. 
A committee, elected by the workers 
and representing all departments, 
administers the fund. 


Invitation To All Executives 
pies siet tes dac Schal 


E do not claim to have done any-, High-Speed Document 


thing extraordinary in the way of 
welfare planning, but we Rave devoted, 
and are constantly devoting, consider- 
able time and effort to ‘making British * 
Timken Ltd., a happy as well as an 
efficient organization. 





; S 
“who is engaged on war production, an 
invitation to see our welfare methads 


us. " 


utilised it is^ 









at first hand and to discuss them with: 






Your Modern O 
Equipment 
Continued from Page i4. ^e 


pondence for example. Many firms 
have a fairly heavy correspondence yet”: 
have never thought of anything else ^. 
but their old separate letter headings. 

Continubus letter headings give your 
typist much greater speed because it & 
allows her to give all her time to the =- 
actual job for which you pay her. 
Continuous typing is also far less tiring 
and irritating, especially during rush 
work. 








No. of Average number 
Parts of lines of typing 
toform 5 10 


38% 
46% 
55% 
60% 
64% 





2396 
30% 
38% 
43% 
4756 
68% 51% 
70% 54% 
72% 57% 
7496 5956 
76% 6256 
7896 64% 


QOO OO STON a oe wt 


The Above Percentages Are Time Saved by 
Continuous Stationery. 





Copying 
At Low Cost * 







N small as well as in large. firms 
heavy burdens in the way of docu- 
miening are often thrust upon the 




















LOUDSPEAKING INTERCOMMUNICATION 


IMMEDIATE 


ith Dictograph Telephones installed the Chief 
“Executive can communicate with any depart- 
"ment direct— by a simple flick of a key. All 
departments can also’ communicate with one 
another, but executive calls get priority auro- 
matically. A representative will gladly call to dis- 
“cuss: possibilities. Information, demonstration, 
jurvey,estimatesorrentalterms—free on request. 
Twenty-five years’ experience at your disposal. 


Abbev House, 


DIREGT GONTACT 


NO SWITCHBOARD—NO DIAL 
DICTOGRAPH TELEPHONES LIMITED 


Westminster 











, ABBEY 5572 (3 lines) 


Works at CROYDON and Branches at GLASGOW, BIRMINGHAM, MANCHESTER, LEEDS, NEWCASTLE, 
BRISTOL, CARDIFF AND DUBLIN, 


A.R.P. AND MUSIC Consult our nearest Branch Manager on. Telephone. a and Sound Pur 
: systems for A.R.P., Music in Factories and Staff Location, etc c in 















ways of doing it than by 
€' stuff ground out by type- 





i : 
ng th 
eT. 





xh copying by typewriter of 
tabular and figure work, statistics, 
techfiical specifications, etc. not only 
onsiderable time and typing skill 
"but it takes almost an equal additional 
time to check properly on account of 
ossible errors. This copying time, 
owever, can be cut from hours to a 
ew minutes by the special office model 
ofa photographic copving machine that 
needs no dark-room and no skill for its 
eration. ' 

This machine copies actual size; the 
pies therefore can be handled in the 
,Same way as the originals. In this the 
method differs from document copying 
“by film or miniature camera. Miniature — 
c negatives have to be processed photo- 
graphically and of course can be viewed WORLD FAMO 

mly. by. „enlargement through a l m 
- projector, TODAS TRS 
é miniature method is ideal for SUPREME QUALI 
pying documents for purely record 
and occasional reference, but this is 
something quite different from individ- 
ual full-size copies of documents that 
are so often needed quickly. 

Not only in the office is high-speed 
* document copying frequently wanted. 
In the factory there often arises the 
need for extra blueprints. Quite 
possibly no original tracing is available. 
To make a new tracing may take a 
week. The photo-copying machine, 
however, in less than an hour will first 
make a positive from the existing blue 
print and from this positive turn out 

number of duplicate blueprints 
identical with the original Not only 
hours, but days of production time are 
hus. gained. 

Whether office documents or factory 
lrawings are copied by this method not 
he least advantage is that the need for 
checking is done away with. The copies 
are photographic, there can be no errors 
“of transcription. 















" DRYTYPE " 
INDESTRUCTIBLE 
STENCILS FOR 
ALL TYPES O 
DUPLICATOR 



































































“Kores” Carbon Papers for all 
purposes: Typewriter— Billing 
—Pen—Pencil—Hectographic. 












A lifetime of experience goes 
into the manufacture of “Kores” 
Carbons. 








When you buy “Kores” you get 
Quality plus Economy. 




























“Kores” Ribbons for 
brilliant and uniform impressior 
and durability. 





; e 
OA Systematic Way Of Using 
Postcards 


























The appearance of your Corre: 
pondence depends on the ribbo 
used. 


SCORES of business communications 
“are adequately provided for by post 
rds, but it is always advisable to keep 
pies. Neat books of 150 cards, with 
‘provision for copies, will save many a 
“minute in the busy office. Post cards 
designed to go at printed paper rate 
(penny postage) can be had in this 
useful book form, Each book saves 
6s. 3d. in postage even over normal 
„post card rate. 

















YOU WILL RECOGNISE Ke: BY THE QUALITY. 








Supplied throughout the Empire. 








Getting Out Statements Without 
"s The Usual Rush 


Sole Manufacturers : 
KORES MANUFACTURING COMPANY 
WEST ROAD, LONDON, N. 17. 


KORES (INDIA) LIMITED, KILEDAR STREET, BO 
1. CANAL STREET, CALCUTTA. 










T [ERE is a simple statement system 
; forthe small firm by which the 
usual rush at the end of the month can 





basic principle of this is: get 
ment. first, post your 


atement a 
week or month total up the 
add balance owing (f any) and. the : 
statement is ready to go out. By 
making two copies at one writing yor: 
retain an exact duplicate. From it*you 
post the total amount only —no details 
—to the ledger, Statements thus -go 
out promptly, giving a chance for the 
money to come in quicker. 


® 


You Can File AND Find With 
This System , 


IU there is one thing. more than 
another that will show up. badly. 
under conditions of short staff and; 
general war-time difficulties it is the 
average filing system. Scores “of 
executives still believe that the be-eall ^. 
and end-all of filing is a lot of manilla.. 
folders, arranged alphabetically, and 

kept in the drawers of tall units hope- 

fully termed “filing cabinets,” with the 
accent on the filing. — : 

That is not a filing system at allo. 
Too oftem it constitutes: a. morgue 
wherein no letter or document can ever 
be formed again. 

The most modern system is real 
fling: ie. filing in such a way that (1) 
letters can be quickly put into. their 
folders; (2) they are retained intact 
and uncreased at all times; (3) they can 
be instantly spotted and got at.for 
reference. ' E 

In this modern system letters do not 
rest on the bottom of the drawer they 
are suspended in flat-topped folders 
from a framework in the top of the 
drawer. $ 

On these flat-topped folders th 
name, number or any other indication 
of the contents is written. Thus, when 
the filing drawer is PE the identity 
of all files can be read off like the titles 
on the backs of books. 

All along the tops of the folders, too, 
runs a coloured line. If a file is^ 
replaced out of order the coloured lin 
shows a break, at once revealt 
error. ; 

This is the kind of fif 
one of the worries. 





















PHOTOGRAPHIC 
OF ANY DOCUMENT, DRAWING, BLUE 


in: a few minutes in your own Office 
























100%, British 
Manufacture 






















NO DARK ROOM 
NO FOCUS 

British Patent 
NO SKILL Foreign Pending 
SAVES CHECKING 
SAVES ERRORS 
SAVES TIME 
IDEAL FOR A.R.P. 
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"Ruthurstats are used by leading Banks, 
Insurance Companies, Engineering and 
Heavy industries. As a general utility 
“unit it is unsurpassed, but do not forget - 
its immediate use for A.R.P., for copying — The Ruthurstat Electre-Copyist 


those irreplaceable documents. Full range of sizes from Office Models 
: A to 42in.X32in. Engineering Models e 


: 10 hours typing reduced to 30 minutes 
. Sole Manufacturers : 6 months tracing reduced to 2 weeks 


RUTHURSTAT LIMITED 


12-13 ASTOR HOUSE, ALDWYCH, LONDON, W.C.2 
HOLBORN 4737 





































The most practical 
- storage method 


okie your shelving problems with Evertaut | 
Shelving. The simplicity and the speed with | 
ch this modern storing equipment can he | 
tied and dismantled is a feature that is given | 
greater value by the standardisation of all cont | kai: : i A 
ent parts in the Evertaut range. Features | MUN on arenas Poon A Ma cate uade 
ei Exceptional strength, rigidity and clean- moving in the office or factory. Over 2,000 
liness.. Resists flame, water and withstands books for accountants, secretaries, managers 
vermin, Can be extended any time. Your factory and executors, 
: needs Evertaut Steel Shelving. i 


= = =6PITMAN’S for BOOKS 
EV UT | on MANAGEMENT 


—'"LIM[TED»— 
A FREE SERVICE 


/ORKS STORAGE EQUIPMENT 
Subscribers are entitled to free advice 


Svsibé for om any problem arising in their own 
particulars to: businesses under the following heads: 


EVERTAUT LTD. | Management (budget. Transport (internal 














































Lighting fo reduce 


WALSALL ROAD, | ing, costing, statistics, and external, costing, | VENUS PENCILS are 

PERRY BARR, | atooks, personnel con- maintenance, ete.). | incomparably smooth. and 

BIRMINGHAM, 22, | trei, ete.). : | long lasting, their standard 
1 


(Proprietors : Oo» equipment (the osts and increrse of quality mever varies. 


uss oi every kind of 


.B, Brooks & Co, Lid.) | 
a lect d | ea et Aray muna e Er rr mg MADE IN ENGLAND 
Lipid KNOWN THROUGHOUT THE 
| mebhed). Insurance (business WORLD., 
s Maebine Accig. (eny and personal cover, If you have any difficulty 
ttle) problems). Factory Act, ste.). in being supplied, write 


From ëh 
softest to 
y 


| 
F 
| 
| Service Department direct to the address 
| BUSINESS below for sample, stating J 






Whitefriazs H Tallis Street, E.C.4 which degree you prefer. 
7 r 


Longleys VENUS PENCIL Co. Ltd, LONDON, E... 





first minute with a NUSWIFT k.S.Q. you 
can KiLL THAT BOMB IN SECONDS 


if an Incendiary 
Bomb falis out. 
side DON'T WET 
iT! That only 
provides a target! 
Shovel earth or 
sand over. |f it 
falis through a 
roof and among 
intammadte 
materials, tackle 
it with the 
NU-SWIFT R.S.Q. 
The WATER 
method is offici- 
ally recommended 
(spray for the 
homb and jet for 
the fire) and the 
R.S.Q. gives you 
a much more 
powerful spray or 
jet than an ord- 
inary Chemical 
Extinguisher will 


E ao, OF course 
NOTE. You can work CLOSE pressure is infin. 


tothe Bomb with the R.S, Q. itely greater than 
oand can use ít singlehanded. that secured with 
Also, unlike a hand pump, a smail hand 
there is no danger of ELEC- pump, and it is 
TRIC SHOCK if live wires a constant 
are hit by the jet. pressure, 


THE NUSWIFT ENGINEERING Co. Ltd., Elland 


507. FASTER SORTING 
‘The Ambidex System 


Cuts out waste effort, 
«Simplifies and organises sorting. 
‘Meets individual requirements. 


Speeds up. Filing, Ledger 
is Recording, Invoicing. 
Provides instant reference to papers. 
Saves Postage... 
.. Saves Stationery, 
Accelerates the flow. of work throughout 
|o the Office. 

Write for particulars: 


BIDEX 


oodford Green, Essex 
Telephone: Buckhurst 3317. 


Posting, 


| Income Tax Deductions 


(Simple control over deductions of tax 
i employees’ wages is effected by 
using. Wilkes Income Tax Summary 
Forms and Wages Books, 
Economical, too. 


Samples with pleasure, 


JAMES WILKES LTD. 


s: Serving To-day's Commerce, 


Moxley Road Works, 
č BILS N, STAFFS. 


something needed in connection witha | 
long-distance phone conversation only 


to be told, after much delay, that it 
cannot be found. 

Today, this method of positive filing 
is important because it goes far to off- 
set shortage of staff and inexperienced 
clerical labour. It simplifies the job as 
well as improves it. ` 

e 


Loud-Speaker Phones Save Time 
And Tempers 
pieces of equipment can save 


FEW 
as much  highly-paid, valuable 
executive time as the internal loud- 
speaker telephone. Putting it very 
simply, this instrument abolishes all 
factors of distance and location and 
provides members of an organization 
with the equivalent of face-to-face 
conversation at any moment they want 
it. 
This over 


avoidance of delays 


ordinary telephone methods and the: 
complete cutting out of walking from | 
office to office is of the greatest import-| 


ance just now. 

On the loud-speaker system you have 
no nfimbers to remember, no dialling to 
do, no exchange to go through (there- 
fore no delays) and no earpiece or 
mouthpiece to bother about. You get 
direct person-to-person conversation as 
though all the people concerned were 
standing at your desk. And over this 
system you can hold a complete con- 
ference with several people without any 
of the participants having to leave his 
or her desk, no matter how scattered 
over the organization they may be. 


LÀ 
Production Losses 


Cut: 80 hrs. to 4 


Continued from Page 6 


machinery, have all the protection 
possible. 


When 


signifying 


alarm is given, 
danger, these 
workers still have a few minutes in 
which to retreat into deep shelters 
which are constructed specially mear 
for them. An attack too sudden to be 
forestalled by these two normal 
warnings is, as I have said, signalled 


thee second 
immediate 


Articles On 


INDUSTRIAL 
MANAGEMENT 


WHY Planned Lighting 
i Page 19 
Organizing A Canteen 
Page 231 


What Power Trucks Save 
Page 23 


Extraordinarily tough, 

ent, self-adhesive 
apply, Sellotape is a reliable 
method of preventing glass 


flying. Proof of this is provided 
fact that recently a large 
exploded 40 vards from 

tected window without 

fly (illustration above) 

in nearby buildings were compl 
in... And further proof is 

is approved by the 

Building Research 
Station of the De- 
partment of Scien- 
tific and Industrial 
Research for win- 
dow protection, 
Available 
of various widths. 


Full 
sample on request. 


in rolls 


details and 


Self-Adhesive Cellulose Te 


Enquiries to GORDON & GOTOH LTO. Bet 
Gordon House, 75/78 Farringdon $t London i 





















STEEL CABINETS 


,BRAVON- 


ALL-STEEL 
size | 
38" X 18" X 12" 


For Account | 
Books, 
Documents, ke. 


MODEL “È” 


50J- 
Plus 10% Carriage Paid. | 
AVON OFFICE EQUIPMENT Co. | 





























‘phone; Hop. 2158, 


NATIONAL SERVICE 


t’s the least 


you. can do— 


GIVE ONE PENNY EACH 
- WEEK TO HELP THE 
RED CROSS CARE 
FOR THE WOUNDED 


Starí & 'Penny-a-week' scheme where you work. 
Send & postcard to the Lord Mayor of London, | 
^ Mansion House, E.6.4, for full details. 

ed Oress thanks. this Journal for the free gift 
: of this announcement. 


i 
{ 
id 
i 
i 


CABINETS | 





Records, | | 
id Nozzle, 30ft. best hose, made from solid 





(be Southwark Street, LONDON, SEI | 





| TRADE ENQUIRIES INVITED 





BE 


PREPARED 


A.R.P. Stirrup Pumps. det and Spray 


drawn rustiess steel tube, no soldered 
parts, made by engineers. Last a lifetime. 
21/6, carriage forward, Immediate 
delivery. 


PENTON ENGINEERING 
WORKS, 


25 Grant Street, White Conduit Street, 
Pentonville, London, N.1, 











BUSINESS OPPORTUNITIES 


Pk ARP. 


SERVICES & SUPPLIES. 
ARE-GOOD LINES TO 
ADVERTISE IN “BUSINESS” 


NOW 


Full particulars of rates, etc. 
wil gladly be forwarded on 
request to Specialised Advertise- 
ment Manager, “Bustness,” 6 
Carmelite Street, London, E.C.4. 
Telephone:  CENtral 989r. 


i 
i 
i 
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ATE--2/6 & line (average 7 words to a line). 
m 3 lines costing 7/6; each additional line 
part of a line 2/6. Box No. counts as one line 
8 fd be paid for; replies are forwarded free 

*; discount for 3 insertions, 59, for 
Payment with order for single 
Display panels 24/- per single column 
‘Discounts as above. Special rate for 
‘Appointments. Wanted"; 3 insertions for the 
; price of 2, 


C OFFICE EQUIPMENT FOR SALE 





¿Largo Selection of  Ex-Government and 

Q: HER HBEERL AND WOOD OFFICE FURNITURE, IN- 
C PHUDEN Fine CABINETS, Desks, CARD INDEX 
mmo, Also Plan Cabinets, New AND 

AT LOWEST PHICES.— WRITE. FoR 
Tus MISCELLANEOUS TRADING CO., 








LORUH, 


CLASSI FIED ADVERTISEMENTS 





TIME RECORDERS 





! e 

| Staff Time Checking and Job Costing Time 
Recorders (all makes) for quick cash sale, exceptional 
eondition.—Write “Betarcol."’ Box 345, BUSINESS, 
Whitefriars House, Tallis Street, E.C.4. 





E 


| BUSINESS OPPORTUNITY. 





The Proprietors of Letters Patent Nos. 351, 276, 
413, 205, 431, 623 and 431, 627 relating to CAL- 
CULATING MACHINES are desirous of entering 
into negotiations with interested parties with the 
| object of granting licences on reasonable terms for 
| the purpose of exploiting the patented inventions 
and ensuring their full commercial development and 
practical "working in this country. Box 515, 
Business, Whitefriars House, Tallis Street, E.C.4. 











PADS, JOTTERS, ETC, 





Soribbling Pads. Small handy jotters in the popular 
| sizes S/8ths thick, mixed papers (all good writing 
| qualities) glued at head, no back bggrü. Size 5^ 
X3" 12s. per gross. Size ("2 4" 20s, per gross. 
i Send for sample gross, James Wilkes Did., Moxiey 
| Road Works, Biston, Staffs. 


1 
| 
| 
| 
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ING AGENTS } 






mediate Digit irhoo 
Nee signalled by the alarm: bell, 
From. the many warnings given. 
the public sirens. during the avérag 
day our observers can now so judge 
the actual conditions as they affect, our. 
factory that they have reduced our lost 
time to a negligible faetor. wo 





















Keeping Staffs Healthy, Enthu- 
siastic and Reasonably Happy 










is one of the vital responsibi- 
lities this Winter. Do not fail: 
to read the article on 


Page 9 





At the time of. writing č 
link up with the. Observer Corps. “is 
being organized by the. Government 
through the use of local batteries: This. 
will provide a still more secure means). 
of estimating the possibilities of danger 
of attack by allocating more accurately ^ 
the position, direction, type and altitude 
of enemy aircraft. It will work in 
admirably with this factory's, observer 
system, since the information to be 
received via the battery from the 
Observer Corps will be "filtered" and 
applied to the conditions às they obtain 
locally. 
































These Two Factors Provide Com- 
fort And Confidence 


In concluding this article T's 
like to remark on two points that may 
be of interest. 

First, up on the roof near our cre 


ward room. In it we have an 
bed for anyone on duty whov tna. 
it but we also keep there several. lined 
leather flying coats, flying helmets. and. 
gloves. These are for the extra comfort 
of observers. on. duty in cold weather, — 
Too often spotters are left to take — *« 
post on high, exposed positions in bitter 
winds with no more protection. than 
their ordinary overcoats. We feel we 
owe this extra protection to our men. 
T have already mentioned that the cabin 
adjoining the look-out post is fitted Up os 
with an electric radiator. ; 
Secondly, about loudspeakers. We 
consider it is more reassuring and 
effective to broadcast warnings by the" 
spoken voice than by means of E 5 
buzzers or other mechanical device 
Workers, especially women and young 
people, feel much more confident: ir 
simple instructions given in the normal 
speaking voice oí the chief warden 
whom they know as a man infinitel 
be relied upon in all circumstances, 












uw 








.your chief warden must be a mano 
“this type or, however well intentioned, 


in 





hec wil Aot be successful big 





always within 
reach. 


E a System Desk Calendar yourself 
—place one on the desk of every 
important member of your staff. See 
from the accompanying illustration how 
unique device operates—and yet 

e, automatic and accurate is the 

ders you. At the top stagds 

date in large type; below it, an 
appointment sheet for the day marked otf 
by hours and half-hours; then comes a con- 


Day and Dats-in large typo. 


- Je Complete Catondar for the 


whole yaar on front shast, 
Hourly spaces forthe current, 
day's engagements 


Memo sheets f ecedin, 
< days oF the ye. are s 


Business maxims for sach 
day- suggesting new ideas. 


Calendar for current, pre. 
ceding & foltewing months 
en every sheet 


Metai self-locking rods for 
holding daily shoats. 


Pad of dated mamo sheets 
coming days of yu. 


Current day's memo sheet 


Metal stand usa 
< ful year after year 


venient Calendar for the current, past 
next months; below is a big sheet 
day's memos, notes and reminders: 

“one of these large sheets for every 
the year, giving ample room for all r 
As one long-time user says, “It is tk 
indispensable desk assistant for every 
ness man." Models with 1941 sheets. 


now ready. 


Without obligation fill in and post NOW. 
the coupon below for particulars and prices: 


a a ee a Se St i A 


To:—SHAW PUBLISHING Co. Ltd., 6 Carmelite Street, London, E.C.4 


Please send me without obligation, full particulars and illustrations, with 
prices, of the System Desk Calendars. 





Cash Registers, C 
and All Business 


SAVE TIME—HIRE A 


ADDOGRAPH 


S The; Simplest Portable 
Adding, Listing 
Machine , 


| Delightful 


8 col. to add from łd, to £9,999 19s. 114d. 

9 col. to add from id. to £99,999 19s, 113d. 

Hand and electric models with or without 
subtraction and wide paper carriages. 





gL INE GUIDE - 


COPY. 


VAL Sie 


typist’s time 
and your 
notepaper. 
Tap the lever 
and the line 
guide moves 
down. 
Price, as 
illustrated, 
30/-. 
And cheaper 
model. 21/-. 





.No Modern Office can afford to be without one. 
| " 


|| HIGHEST PRICES PAID 
for all makes of 

OFFICE MACHINERY: 
ADDERS, 
CALCULATORS, 
ADDRESSERS, 
DUPLICATORS, 
TYPEWRITERS, 
STEEL FURNITURE 

‘| and SAFES. 


i 


ELIMINATE 
AND 
FRAUD BY. USING 
A “SAFEGUARD” 
THE BEST 
; CHEQUE 
“PROTECTOR 


Used by leading Banks and firms. Do you realize 

that an altered cheque is your own liability— 
Great Bargain £10 108. each, i 

All makes of Cheque Writers at 

half. usual prices. Ask for list. 


Logs 





Cupboards, THE 


finished art green, 
lever lock, dupli- 
ente keys. 


high, 2 ft. | A 
18 in. deep, 
illustrated. All 


6 ft. 
wide, 
ag 


TAPPIT wise 


big aid to vee 
efficiency. A 
trays 


ROTARY CALCULATORS ALL MAKES 
FROM £12 125. 


For all calculations. 
Multiplies, divides, 
adds and subtracts 
in 1/10th time taken 
to do so mentally. 


Tens transmission in 
all dials fmm 
£32 10s. 


Write for details 


USE ORDINARY STAMPS & 
SAVE 805, IN POSTING TIME 


And let your business-getting letters look 

like personal letters with actual postage 

stamps by using the TAPPIT stamp affixer. 

Cheaper and quicker than a post marker, al! 

stamps fixed, checked and counted in one 

operation. British. made and guaranteed. 
Price £6 6s. 


Dna d 


Detachahle 
LETTER TRAY SET 





lift 


off, are 


Other sizes In stock, 


PRICES ON 
APPLICATION. 


Essential for stor- 
ing Books, Papers, 
Box Files, Letter 
e Trays. 
Other Furniture 
equally cheap. 


Real 


Material of Trays. 
Light or Dark Oak 
Mahogany 

Steel, Fshd, Art Green 607» ; 


interchangeable, ` 
swing out of 


y'scap size 
1/6 


per 
extra. 


10 

"Tig OP ANE H Py xs j 

a UELLE busy office, nò torn 
cheques, ete, 

£2 28, post free. 


THIN EDGE ERASER 


Acts like propeller pencil, always clean and 
sharp edged. Best quality nickel plated. 2/6. | 
2nd quality nickel plated, 1/2. i 
Refills 1/6 per dozen. 


SPECIAL OFFER 


NEARLY NEW 


Ledger Posting, Book-keeping 
and Accounting Machines, 
Loose Leaf, Fanfolds, or Book 
Writers, with or without 
Adding and Subtracting of all 
makes, at bargain prices. 


NO MORE ERRORS-—JUST USE 
THE GUARANTEED AGDOMETER 
Rapid Automatic “Addition and Subtraction. 
Rests flat on the books. For English and 
Foreign money. Decimal or Ordinary Figures 
and Feet and Inches. ete. 
P FOR POCKET 
OR DESK 
So Simpie Any- 
one can use it. 
In Plush-lined, 
j ducold case. 
Size. 
Hix23X1i in. 
95/-. 
post free. 


When ordering state for what purpose required. 
Also a cheaper pocket Adder for ordinary figures 


and Indian money, in case. 30/- post free. 


AUTOMATIC GELF-SEALING GUM- 
MING PERCIL, Very useful for desk, 
applies liquid gum to papers. 1/6, 
post free. Similar Article in Rubber 
to apply moisture to stamps and 
gummed paper, envelope sealing, ete., 


, st free. 
BARGAINS in FILING CABINETS 
PRESERVE n "t 
YOUR LETTERS 


tray 





way, leave desk 
quite clear, 








Number of; 

4 Trays? 
38/6 
50/- 


or desk. All 


Holborn. 3793, oc write for Bargain Lists and Particulars 


“=TAYLORS TYPE 


WRIT 


: the. Proprietors, BUSINES! 


and published hy ‘the Propri 


ts at their 


and Records 


Complete with. post 
* and fitting for wall: 


inland 








